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Common Processes Menu and Overview 3 11

Certain processes and work instructions are common to multiple sections of the Steady State Manual.
These processes may be performed by multiple workgroups and by Coalition as well as State staff.
Common processes include:

e Creating tasks

e Parking tasks
o Forwarding tasks
o Getting tasks

e Opening and closing tasks

e Managing documents

e Searching for a person, case, task or user
e Sending notices

e Processing solicited documents

Tasks (insert hyperlink) Document Management (insert Searching (insert hyperlink)
311.1 hyperlink to Coalition Common 3114
Processes)
3.11.4
Send Notice (insert hyperlink) Process Solicited Documents
3.11.4 (insert hyperlink to Coalition

Common Processes)

3.11.5

The specific instructions for each of these common processes are found in the following sections.




13.11. Creating, Parking, Forwarding, Getting and Opening Tasks

3.11.1.1 Overview
Tasks are triggered by the system or a user. Users may create tasks in two ways:

1. A user may select atask from alist. This processisreferred to creating a user-sel ected task.
2. If thetask isnot on the pre-defined list, a user may create a user-defined task.
The following sub-sections provide instructions for a user to:
= Create user-selected tasks
* Create user-defined tasks
» Park tasks that may not be completed at the end of awork day, or need further processing

» Forward tasks to different work queues or FSSA individuals

Create a Task (insert hyperlink) Create User Defined Tasks Create User-Defined Tasks
(insert hyperlink) from User Home Page
3.11.1.02 (insert hyperlink)
3.11.1.03
3.11.1.04
Park a Task (insert hyperlink) Retrieve a Parked Task (insert Unable to Resolve a Parked
hyperlink) Task (insert hyperlink)
3.11.1.05
3.11.1.06 3.11.1.07
Forward a Task (insert Getting Tasks (insert Getting the Next Task (insert
hyperlink) hyperlink) hyperlink)

3.11.1.08 3.11.1.09 3.11.1.10




Getting the Next Task Opening a Task Closing a Task
Automatically

3.11.1.10 (insert hyperlink) 3.11.1.13 (insert hyperlink)

3.11.1.11(insert hyperlink)




3.11.1.2 Create a Task

User-selected and user-defined tasks (insert hyperlink to 3.11.1.3) are generated when atask is being processed
and the user recognizes that arelated task needs to be created for another workgroup. In thisinstance, the system
does not automatically create the task. Examples of user-selected tasks are:

Complaint

Information Request from an External Party
Appeal Request

Independent Resource Assessment Request

Out-of -state Inquiry Request

Step Create User -Selected Tasks

1} Accessing tasks can be done through the User Home page, Case Home page or the Client Home page.

When auser is aready working in a case and needs to create a task, from the Case Home page or Client Home
page, select Tasks from the left Navigation bar.

Crovigatn Y

i
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Step

Create User -Selected Tasks

Click Create a Task.

navigation

O Home

O Documents

O Members

O Addresses
Phone Numbers

Pending Verification
Checklist

Data Collection
Checklist

Second Party Review
Checklist

Change Checklist
Correspondence
Notes

O Asset/Trust Review

O Benefit Recovery
O Tasks

Tasks: JACK SMITH - 3000177554

Create Task
Task 1D Subject
@ 8000010781 SPLIT NEW APPLICATION IMAGES




Step

Create User -Selected Tasks

| The Select Task Type page displays atask list. Review thelist and click Sdlect to choose the Task Type that needs

to be created. Scroll down function will allow the user to see the entirelist. If the task is not shown on thelist,
select User Defined and refer to Creating a User Defined Task for instructions.

A FSSA - WEMS Select Task Type - Microsoft Internet Explorer
File  Edit Wew Favorites Tools  Help ;ﬁ?

Q- © @B G Sms e @2 B m- LK B

Address @ https://s990atap01.iem.local: 11213 /HCSSApplication/en_US/EMManageT ask_select TvpePage. do?caselD=2002662691 &pagelescription=APPLY++++++++++NOW+-+2 V| Go Links *

navigation ‘% Select Task Type Help &l

Select Task Type

Action Task Type

Select Child Support Good Cause Response

Select Request for additional Information from Compliance Unit
Select Compliance Division Results for Suspected Fraud Referral
Select Independent Self-Sufficiency Account Response

Select Compliance Division Results for Front-end Program Integrity Review
Select Medical assignment Good Cause Response

Select Impose Medicaid Transfer Penalty

Select Returned by State

Select Systematic Alien Verification Entitlement (SAYE) Response
Select State Policy Request

Select State Policy Response

Select TANF Time Limit Extension Approved

Select Continuance/Reinstatement of Benefits Needed
Select Benefit Underissuance or Benefit Recovery Referral
Select Independent Resource &ssessment Request
Select Information Request from External Party

Select Front-end Integrity Review Referral

Select Out-of-State Inguiry Reguest

Select Reopen Closed Medicaid Case Under Clevidence
Select Suspected Fraud Referral

Select Appeal Request

Select aAppeal Withdrawal Request

Select Service Center Complaint

Select Reported Change

Select User Defined el

@ Click here ko beginL é @ Trusted sites

Click Select.

The system creates the task for the appropriate gueue. When opened, the task is displayed with the Case Reference
information and task instructions.




3.11.1.3 Create User-Defined Tasks
A user-defined task may be created by an internal user from the Case Home or the Client Home page
when attempting to create a User-Selected task, but the user does not find the task on the Task Type list.
The user chooses User-Defined from the bottom of the Task Type list. Refer to your work instructions to
determine whether a user-defined task needs to be created and to identify the correct workgroup/queue to
which thetask is routed. Thisis critical to avoid misrouting of tasks.

A user-defined task may also be created from the User Home page. This function is used when a user-
defined task is created by the Call Center for the Service Center, or when atask is created to which no
case or Client is associated. An example is when acomplaint is received without case identifying

information. Refer to Section 3.11.1.4 (Insert hyperlink), Create User-Defined Tasks from User Home

Page.

Step Create User-Defined Task —User Workingin the Case
1.| From the Case Home or Client Home page, select Tasks from the left Navigation bar.

| navigation ___J

2.| Click Create a Task

1sks: JOHM SMITH - 3000372981

[ Create Task ||[ Close Selected Tasks |

1 Task ID Subject Priority Status ;&;seﬂ Deadline

11/13/2007

] 9000036699 1068 - Reported Change High Cpen 16:16




Create User-Defined Task —User Workingin the Case

Select User Defined from the bottom of the Select Task Type list.

WEMS Select Task Type - Microsoft Internet Explorer

File Edit \Wiew Favortes Tools Help

Qe - @ B @ a{’b pSaarch *Favorltes £ @. g} M- 3

Address a https:f/s990atap0i iem.local: 1121 3/HCSSApplicationjen_US/EMManageTask_select TypePage, dofcaselD=2002662691 BpageDescription=APPLY++++++++++HHNOW+H-+2 V| Go

Select Task Type
Select Task Type

Action Task Type

Select Child Support Good Cause Response

Select Request for Additional Information from Compliance Unit
Select Compliance Division Results for Suspected Fraud Referral
Select Independent Self-Sufficiency Account Response

Select Compliance Division Results for Front-end Program Integrity Review
Select Medical Assignment Good Cause Response

Select Impose Medicaid Transfer Penalty

Select Returned by State

Select Systematic alien Verification Entitlement (SAVE) Response
Select State Policy Request

Select State Policy Response

Select TANF Time Limit Extension Approved

Select Continuance/Reinstatement of Benefits Needed

Select Benefit Underissuance or Benefit Recovery Referral
Select Independent Resource Assessment Request

Select Information Request from External Party

Select Front-end Integrity Review Referral

Select Out-of-State Inguiry Request

Select Reopen Closed Medicaid Case Under Clevidence

Select Suspected Fraud Referral

Select Appeal Request

Select aAppeal Withdrawal Reguest

Select Service Center Complaint

Select Reported Change

Select User Defined

@ Click here ko begin k

@ @ Trusted sites




Create User-Defined Task —User Workingin the Case

The Create User Task page displays.

v A concise subject should be entered, unless other instructions are provided defining what the
Subject title should be.

v Thedeadline (including the time) that should be entered is the day the task is created + 2
business days, unless other instructions are provided.

v The priority is Medium, unless other instructions are provided.

v Sdlect theindividual in the case from the Case Participant dropdown to which thistask is
associated.

v To locate the correct work queue or FSSA individual when creating the task, select either Work
Queue or User from the Assign To: dropdown and click on the magnifying glassicon to the
right.

v Include a concise description of any other important task details in the Comments box.

2l FSSA - WEMS Create User Task: - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help W

@Back - \} B @ :’b pSearch E’J/}(Favorltes @ @. :i\'r' o] - |__J ﬁ ‘\3

Address @https:,l’,l’sQQDatapDI.\em.\ocal:1121SJ‘HCSSAppl\catiom’en_US;’IntegratedCase_createTaskPage.dD?caseID=9002662691&_031'Du=EMStandard_IistTaskPaga.dD%SFcasaID > k=

Links **

nily and Social

ices Administration

EE% Create User Task: Help |

[ save | [save & New ][ cancel |

Task Details
FSubject: | | Deadline: | || V_H V|
Priority:
Concerning

Case Participant:

Assignment Details

recent items

Work Queue

S

Assign To:

Comments

[ Save |[Save & New | [ Cancel |

=

@ Dane é @ Trusted sites




Step Create User-Defined Task —User Workingin the Case
5.| To locate the correct work queue when creating the task, click the magnifying glassicon to
the right of the work queuefield. All State queues begin with FSSA, for example " FSSA
Fiat Authorization”.
FS5A - WEMS Select Work Queue - Microsoft Internet Explorer,
(_Close ]
action MName Administrator User Subscription
Select DEFAULT ADMINISTRATION USER Yes
Select ACS Communications ADMINISTRATION LISER Yes
Select Problem Resolution ADMINISTRATION LISER Yes
Select applications ADMINISTRATION USER Yes
Select Applications - Adult ADMINISTRATION USER Yes
Select Applications Hoosier Healthwise ADMINISTRATION USER Yes
Select AlEEEdRts e Calhionng ADMINISTRATION USER ves
Interviews non FS
Select SRNSREtEt Dot shng ADMINISTRATION USER Vas
Interviews non FS-Adult
Select BEEsErsls Dare balhionng ADMINISTRATION USER ves
Interviews w/FS
Select Shtenede b Do bt g ADMINISTRATION USER Yes
Interviews w/FS - adult
Select Asset/Trust ADMINISTRATION USER Yes
Select Benefit Recovery ADMIMISTRATION USER Yes
Select Changes ADMIMISTRATION USER Yes
Select Changes-aAdult ADMINISTRATION USER Yes
Select Coaches ADMINISTRATION USER Yes
Select Coaches - adult ADMINISTRATION LISER Yes
Select Complaints ADMIMISTRATION USER Yes
Select Front-End Program Integrity ADMINISTRATION USER Yes
Select Hearings ADMINISTRATION USER Yes
Select Hearings - adult ADMIMISTRATION USER Yes
Select Invalid applications ADMIMISTRATION USER Yes
Select Leads ADMIMISTRATION USER Yes w
< | &
6.| Click Save.




3.11.1.4 Create User-Defined Tasks from User Home page

A user-defined task may also be created from the User Home page; this function is only used when atask is
created to which no Case or Client isassociated. An example is when acomplaint is received without any case
identifying information.

Step Create User-Defined Task from User Home page
1 From the User Home page, click Create User-Defined Task.

-

FS5A Case Management System
{CuramTest: Build Number 0052) FSSA Case Management System

Process Request for Services Case

Apply Now Person

Create Application Case Document
Create User Defined Task Task

Change Password se
Get Next Task

Task Case 1D Document Subject Status Priority

=




Step

Create User-Defined Task from User Home page

The Create User Task page displays. When a user creates a user-defined task:

v A concise subject should be entered, unless other instructions are provided defining what the
Subject title should be.

v" The deadline (including the time) that should be entered is the day the task is created + 2 business
days, unless other instructions are provided.

v The priority is Medium, unless other instructions are provided.

v Tolocate the correct work queue or FSSA individual when creating the task, select either Work
Queue or User from the Assign To: drop down box and click on the magnifying glassicon to the
right.

v" Include a concise description of any other important task detailsin the Comments box.

SEL)

File Edt Wew Favorites Tools  Help #

eBack % \9 @ @ :‘b pSearch *Favorites @ @v ‘; I;"'ﬂ = |__J ﬁ ‘\3

Address @https:,l’;’sggﬂatapﬂl.iem.local:11213,I'HCSSApp\icationJ‘en_US;’IntegratedCasa_createTaskPage.do?casaID=9002662691&_oSrpu=EMStandard_I\stTasKPaga.dO%SFcaseIDV '—) G0 Links >*

Social r-‘ . - UJ=
Iministration " ;
Create User Task: Help |

[ Save ][Save&New][ Cancel ]

Task Details
*sSubject; | | peadline: | & =+

Concerning

Case Participant:
Assignment Details

Work Queus G@h@

il recent items

Assign To:

Comments

[ Save | [Save & New ][ Cancel |

[E3

@ Done é @ Trusted sites




Step Create User-Defined Task from User Home page
To locate the correct work queue when creating the task, click the magnifying glassicon to
the right of the work queuefield. All State queues begin with FSSA, for example " FSSA
3- = M M 77
Fiat Authorization”.
<N FS5A - WFMS Select Work Queue - Microsoft Internet Explorer
Close |
Action Marne Adrministrator User Subscription
Select DEFALULT ADMIMISTRATION USER Yes
Select ACS Communications ADMINISTRATION USER Yes
Select Problem Resolution ADMIMISTRATICON USER Yes
Select Applications ADMIMISTRATION USER Yes
Select Applications - Adult ADMIMISTRATION USER Yes
Select applications Hoosier Healthwise ADMINISTRATION USER Yes
Select F [Es/EeHels e Gafhatng ADMIMISTRATION USER Yes
Interviews non FS
Select SRf= Bnebe e o b enn g ADMINISTRATION USER ves
Interviews non FS-Adult
Select SpR e Hots e b tieting ADMINISTRATION USER Yas
Interviews w/FS
Select LD el e ADMINISTRATION USER ves
Interviews w/FS - Adult
Select Acset/Trust ADMIMISTRATION USER Yes
Select Benefit Recovery ADMINISTRATION USER Yes
Select Changes ADMINISTRATION USER Yes
Select Changes-aAdult ADMIMISTRATION USER Yes
Select Coaches ADMIMISTRATION USER Yes
Select Coaches - Adult ADMINISTRATION USER Yes
Select Complaints ADMINISTRATION USER Yes
Select Front-End Prograrm Integrity ADMIMISTRATION USER Yes
Select Hearings ADMIMISTRATION USER Yes
Select Hearings - Adult ADMINISTRATION USER Yes
Select Invalid Applications ADMINISTRATION USER Yes
Select Leads ADMIMISTRATION UISER Yes o
< | B
4. Click Save.
3.11.1.5 Park aTask

If atask isbeing processed but is not yet completed at the end of the work day, it may be necessary to Park the task
and continue processing at a future point. A task may also be parked if telephone contact with a Client or applicant
isrequired, and they cannot be reached in the first call attempt. The task is parked until the second attempt to




contact the Client; depending on the result of that contact, additional action is taken, and the task is completed and
closed. Tasks not completed by the task deadline are automatically returned to the work queue.

Step Parking a Task
1. | Select the Task Home page.
td cial s
nistraton N
& FSS5A User Home E
Process Request for Services Case
Apply Mow Persaon
= Create Application Case Docurment
recent items Create User Defined Task Task
Change Password User
Workflow
Get Mext Task
My Tasks
Task Case Primary Client Task Mame Status Eriority Due Da
9000062985 | APPLY MOW AM callback Reserved Medium 1’;23’52
1036 - State Review and Eligibility : 12712/
Q000048400 MOM CASETWOO Determination - MAHC #01 Parked High 1245

In the Task Home page, click Park Task.

Farward Task




Step Parking a Task

3. In the Park Deadline Date, the default deadline is two business days, although an FSSA user may set

an earlier or later deadline.

Under the Description, enter the following information:

v Thereason the task is being parked.

v A summary of actions taken before parking the task.

& | Park Deadline Date
] Comments
Description:
( )

4, Click Save.
5. The Task Home page of the next available task will appear.




3.11.1.6 Retrieve a Parked Task

Step Retrieving a Parked Task
1} Periodically, during the day, review the tasks on your User Home page that show a status of Parked. Retrieve a
Parked task from the list by clicking its Task ID, under the My Tasks heading.
R i Family and Social f:\ & -
s Services Administratio . .1.!. g ;'-
FS5A User Home
Process Request for Services Case
Apply Mow Person
Create Application Case Docurment
i recent items Create User Defined Task Task
Change Password User
Get Mext Task
Task Eﬁ.;etwi Task Mame Status Prigrity Due Da
HIP 1036 - State Review and Eligibility : 12714/
SOOOOSISEE 'CLcEoMEU  Determination - MAHM #01 ResiEe all=le 21:45
L] 1036 - State Review and Eligibility ; 12/12/
2000048400 'y ceTwon  Determination - MAHC #01 e Rign 12:45
APPLY MOW &M callback Medium %ggéz
2| Review the reason the task was parked, the actions that need to be taken, and the deadline.
3| Areyou able to take appropriate action to process the parked task by the deadline?
v If yes, goto Step 4.
v If no, go to Unable to Resolve a Parked Task below (insert hyperlink to section 3.11.1.7).
4, Document the action taken.
5, Close thetask by clicking Home in the upper right corner.

The User Home page is displayed.




Step Retrieving a Parked Task

6, Click the Task ID for the task with a Parked Status.

FS5A User Home

Process Request for Services Case
Apply Mow Person
Create Application Case Docurment
recent items Create User Defined Task Task
Change Password User

wWorkflow
Get Mext Task

My Tasks

Case Primary 5
Task it Task Mame Status Priority Due Da
HIP 1036 - State Review and Eligibility : 12714/
SOOOOSISEE 'CLcEoMEU  Determination - MAHM #01 ResiEe all=le 21:45
L] 1036 - State Review and Eligibility ; 12/12/
2000048400 'y ceTwon  Determination - MAHC #01 e Rign 12:45

Q000062985| APPLY MOW — AM callback Medium %ggéz

The WFMS displays the Task Home page.

| Under the Options cluster, click Close the Task.

| The Task Home page of the next available task will appear.




3.11.1.7 Unable to Resolve a Parked Task

Step Unableto Resolve a Parked Task

1. Review parked tasks from the User Home page.

F§854 User Home

Process Request for Services Case
Apply Mow Person
Create Application Case Document
| recent items Create User Defined Task Task

Change Password User

Workflow

Get Mext Task

My Tasks

Task J;__C%},r_rimm Task Mame Status Priority Due Da
e e R S
s Y0, SSSUSRMIIIN s

0000062985| ARPLY NOW  AM callback Medium i

2. If unable to resolve the issue, review and follow the task instructions. As appropriate, generate a
notice to the Client or third party.

Options

Close Task Park Task Eorward Task
Subject

&M callback

Details

Task ID: 9000062985 Status: Parked

Priority:  Medium Deadline: 1/29/2008 12:00
Reserved By: Deborab Croshy Last Assigned: 1/28/2008 15:23
Tirme Waorked: 00:00 [Change Park Deadline: 2/9/2008 12:03

Primary Action Supporting Information

Case Home Page
Barticipant Hote Page

Task Instructions

attempted call at 10:00 using home# listed in case. Try again at 10:30. See CLRC for detail.
Task parked.

3. Create a case note in ICES (or WFMSiif thereis no case in ICES) documenting attempts to contact
the Client or other reason task not resolved.

4, Take all actions appropriate at this point in time. Click Home in the upper right corner to display the
User Home page to continue working.




Step

Unableto Resolve a Parked Task

5. Click the Task ID for the task with a Parked Status that cannot be resolved.
F§54 User Home
Process Request for Services Case
Apply Mow Person
Create aspplication Case Document
{ recent items Create User Defined Task Task
Change Password User
Get Mext Task
Case Primary o
Task T Task Mame Status Briarity Cue Da
HIP 1036 - State Review and Eligibility . 12/14/
JODOOSISEe 2. SpoMEU  Determination - MAHN #01 RERHE il 21:45
MOM 1036 - State Review and Eligibility : 1z/1z2/
2000048400 - cETwoo  Determination - MAHC #01 FREE Il 12:45
APPLY NOW &M callback Medium 12?362
The WFMS displays the Task Home page.
6. Under the Options cluster, click Close the Task.
7.

The Task Home page of the next available task will appear.




3.11.1.8 Forward a Task

While atask is being processed, it may be necessary to forward atask to another workgroup and/or queue for
another internal user to process.

Step Forwarding a Task

1. | Fromthe WFMS, go to the Task Home page.

2. | Fromthe Task Home page, select Forward Task.

Family and Social Services Administration CHome
Task Home ?
il ;
Tosh Home R —
Closs Task Park Tosk | Forward Task 1

3. | TheForward Task pageis displayed.

Based on the instructions for the task you are working on, identify and select the Work Queue or FSSA
User to which the task should be forwarded. Make the selection in the Assign To drop-down box.
Click on the magnifying glass to the right to choose the appropriate Work Queue or User.

Note: All FSSA work queue names are indicated by FSSA in the queue name.

Forward Task: ManualallocationActivity - 9000062985 {

Assignment Details

Fhssign Tor | AadmelEEE Qb )
Task Instructions
=

[ save [ Cancel |

4. | Enter clear and concise instructions and comments regarding the task, and why it is being forwarded to
that Work Queue or FSSA User.

5. | Click Save. Thetask is forwarded to the Work Queue or FSSA User selected.

6. | The Task Home page of the next available task will appear.




3.11.1.9 Getting Tasks

The process for getting a task differs depending on whether the user is getting the task upon initially signing on
during the day or getting the task upon closing a previous task.

3.11.1.10 Getting the Next Task
To get the first task, theinternal user initially signs on to the system and clicks Get Next Task from the User Home
page. After that, thisfeature is not used because the action of closing atask results in the WFMSS pushing the next
task to the user, based on the user’ s assigned (subscribed) work queues.

Step

Getting the Next Task

1.

From the User Home page, under the Workflow cluster, click Get Next Task.

i@
(i

S| FSSA Case Management System
| (CuramTest: Build Number 0052) FSSA Case Management System

Process Request for Services Case

Apply Now Person

Create Application Case Document
Create User Defined Task Task

Change Password User

Get Next Task

Task Case ID Document Subject Status Priority




3.11.1.11 Getting a Task Automatically

When a user closes atask, the next task is automatically presented under My Tasks on the User Home page. If there

are other tasks in the same queue for the same case, those are presented to the user before any tasks unrelated to the
current case being processed.

Step Getting a Task Automatically

From the User Home page, view My Tasks and click the Task ID for the first task listed. The

system takes you to the Task Home page, where you can view the task instructions and begin
processing the task.

1.

FE5A Case Management System
{default; Puild Number 0015) FS54 Case Management System

work Queue Dashboard
O Workspace | erocess Request for Services Case
- Create spplication Case Person
Administration Document
Task
Uzer

=} workflow

T | it
Task Case 10 Document  Subjsct Status Brigritif Due Date
277 281 ::\:\;at‘pgli;:ii?n ready for Initizl Gpen tadium
279 283 z:::gn:upeligaa;ilan ready for Initizl Bher e

Workflow

Get Mext Task

Document

Subiject

2a1 Mew Appli
= Review -
g 583 Mew Appli

Revigw -




3.11.1.12 Opening a Task

When the user navigates to the User Home page, the first task to be processed is presented at the top of the list
under My Tasks. Underneath thistask isalist of any parked tasks.

Step
1.

Opening a Task

From the User Home page, under the My Tasks cluster, view the Task’ s number, Case Primary
Client and Task Name. Click the Task’s number to open the task.

A FSSA - WFMS FSSA User Home - Microsoft Internet Explorer provided by FS5A - State of Indiana | = ﬁ'[ﬂ
File Edit ‘iew Favortes Tools  Help

O - O ) & (] P Joroens @[3 LW - W B
ress @https:usggnatapm.iem.lncam1213;’Hcssnpphcatinnfen_u5,fFssn_uSer_hnmePage.dn?_nﬁrpu:TaskManagement_tasanmePaga.dn%aFtaskIDﬂfoaDgnnnnm386 j Go | Links *
8 I o ja
& FS8A User Home Help |
Process Request for Services Case
Apply Mow Person
Create Application Case Document
recent items Create User Defined Task Task
Change Password User
Workflow:
Get Mext Task
My Tasks
Task e Task Mame Status Priority Due Date
Client
HIP 1036 - State Review and Eligibility . 12/14/2007
SOODOS1388 ‘“itpcMEU  Determination - MAHN #01 AP Gl 21:45
MO 1036 - State Review and Eligibility 2 12/12/2007
SOO004B400 - jcrrwon  Determination - MAHC #01 Pl il 12:45
0000062385 APPLY MOW — AM callback Parked Medium 1’;2?;2008
[E Dane ’_l_’_’_E & Internet

Qfﬁtartl 1) Work Instructions | & FS5A - WFMS FSSA Us... | B8] Work Instructions - Com. .. | 5}

2 @ Mm@y 1157 am

The WFMS navigates to the Task Home page.




Step

Opening a Task

View the Primary Action and Task Instructions.

Z} FSSA - WFMS Task Home - Microsoft Internet Explorer provided by FSSA - State of Indiana ;Iﬂﬂ
File Edit ‘iew Favortes Tools  Help ‘ ﬂ"
O -0 - %) @ B Jwen Sy @ LW B3

ddress @https:usggnatapm.iem.lnca|:11213fHcssApphcatinnfen_usﬂaskManagement_tasanmepagedn?tasle:gnnnns135s&_narpu:FSSA_Usar_hnmepage.dn = Go | Links *

nd Social x b,
Iministration )

Task Home Help |
Close Task Park Task Eorward Task

1036 - State Review and Eligibility Determination - MAHN #01

= Task 1D: 9000051386 Status: Reserved

| recent items ) Priority: High Deadling: 12/14/2007 21:45

B : Reserved By Deborah Crosby Last dssigned; 2/9/2008 10:27
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction,

]
[E Dane ’_ ’_ ’_ ’_ E & Internet
wstartl |3 Work Instructions | & FS50 - WFMS Task Ho... B8] Work Instructions - Com. .. | @ 37 | SME=ey 11:53am

Under the Supporting Information cluster, click the Case Home page, Application Case Home
page, or another reference link as available or appropriate.

irting Informa

When you click the applicable link under Supporting Information, the WFM S navigates to that
page so that you can begin working on the task.




3.11.1.13 Closing aTask

When atask has been completed in ICES or WFMS, the user must close the task in WFMS. This triggers the next
task in the queue to be presented to be worked.

Step Closing a Task

1. When the task has been completed, click Task Home to navigate to the Task Home page.

Z} FSSA - WFMS Task Home - Microsoft Internet Explorer provided by FSSA - State of Indiana ;Iﬂﬂ

File Edit ‘iew Favortes Tools  Help ‘;ﬂ"

Qe - ) - BNE) !{’h|)thearch 5 Favarkes 2 - Q_;E S

iaddress @https:usggnatapm.iem.lnca|:11213fHcssApphcatinnfen_usﬂaskManagement_tasanmepagedn?tasle:gnnnns135s&_narpu:FSSA_Usar_hnmepage.dn = Go | Links *

Task Home Help |

Close Task Park Task Eorward Task

1036 - State Review and Eligibility Determination - MAHN #01

Task 1D: 9000051386 Status: Reserved

recent items Priority: High Deadline! 12/14/2007 21:45
Reserved By: Deborah Crosby Last Assigned: 2/9/2008 10:27
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page

Task Instructions

Review the action, and authorize the case or return the case to ACS for clarification/correction,

]
[E Dane ’_ ’_ ’_ ’_ E & Internet
wstartl |3 Work Instructions | & FS50 - WFMS Task Ho... B8] Work Instructions - Com. .. | @ 37 | SME=ey 11:53am

2. Under the Options cluster, click Close Task.

3. The Task Home page of the next available task will appear.




3.11.1.14. Closing Multiple Tasks

Multiple unreserved same-level tasks can be closed from the Tasks page, if the tasks have been completed. For
example the SEC can close both the Phone Interview Pending task and the AM/PM Callback task once the
interview is completed.

Step Closing Multiple Tasks
1 From the Case Home page click on Tasks in the Left Navigation.
2. Check the appropriate tasks to be closed. Click on Close Selected Tasks.

(&

ks: APPLY NOW - 2000095808

(Create Task ] [ Close Selected Tasks |

] Task ID Subject Pricrit Status el Deadling
aubject ERQnty By
1082 - Phone Interview Pending ! 1/28/2008
[ SOOO0BEZES g appLy MOW b Open 1332
=] Q000062984 AM callback Medium Parked dcfssasec 122.362008
F] Q000062985 AM callback Medium Parked croshyd e s
¥ 13:00
alert Mumber: 646, EMPLOYMEMT )
=] 0000070914 BEGAN/ENDED - AEIEL Medium Closed
1036 - State Review and
0 SO00071426 Eligibility Determination - ADCR High Closad

#01, FS #01, Ma C #01, MA X
#01

3. | Click Home in the upper right corner to display the User Home page to continue working.




3.11.4 Search Instructions

3.11.4 Overview

Search-related activities may be initiated when applicants, Clients or third parties contact a Call Center,
Service Center, State Office or Help Center and request information about a specific case. Document
Specialists at the Service Center also use Search activities to attempt to index documents to cases or
applications that have been sent without bar codes. These activities may also occur when completing
activitiesrelated to WFM S work tasks or case processing activitiesin ICES.

Search activities include:

Searching for a Person

Searching for a Case

Searching for a Non-Indexed Document
Searching for a Task

Searching for an Internal User

Searching for a Person (insert Searching for a Case (insert Searching for a Non-Indexed
hyperlink) hyperlink) Document(insert hyperlink)
3.11.45 3.11.4.6 3.11.4.7

Searching for a Task (insert Searching for an Internal

hyperlink) User(insert hyperlink)

3.11.4.8 3.11.4.9

3.11.4 .2 Purpose of Searches

The purpose of the search functionsis to assist usersin processing actions related to cases and Clients by
searching for a person, case, document, task and/or user.

In addition to performing searchesin WFMS, an | CES search may be needed to determine if an individual
isknown to ICES. Correctly matching information in ICES is necessary to successfully complete
clearance and prevent duplicate RIDS for individuals. A search can not be conducted using the ICES
Application number.




3.11.4 .3 Search Results

The system displays alist of results when a search isinitiated from any of the search pages (Person, Case,
Non-Indexed Document, Internal User or Task). From thislist, the user is able to:

Select a specific individual, case, user, task or non-indexed document
View additional details to allow identification of the correct record
When no match isfound, the system displays “0 results’.

3.11.4 .4 Best Practice Suggestions

When searching, if amatch is not found, repeat the search using fewer search criteria. Entering all
possible search criteria may not locate individuals who were initially entered into the system with

minimal or incorrect information. For example, if the person’sfirst name is Conny, use Conn as someone
else may have entered it in as“Connie”, “Conni”, or “Conney” and the search results may not find anyone
matching the individual if, in the First Name field, Conny is the only name entered for the search.
Therefore, depending on search results, enter fewer details and then narrow the search, if necessary. In
addition, prior names and addresses should be used when known for additional searches.




3.11.4.5 Searching for a Person

Searching for a Person is necessary to complete awork task or case processing to determine if a person aready
existsin the system.

Step

Sear ching for a Person

1

Access the Search For option on the Home page in WFMS.
Click the Person link.

Jd

= .
pLask | New Activit

FSSA Case Management System

: FSS4 Case Management System
- O Se

Work Queue Dashboard My Shortcuts Searc:h For
O Workspace Process Request for Services 3se
Create Application Case
Administration Cocument
Task

Lser
Workflow

navigation % FS8A Case Management System
{default: Build Number 0044) FSS4 Case Management System

-O Work IJueu-ﬂ Dashboard

O Workspace Process Request for Services Case
Create Application Case Person
Administration Document
Task
User

recent items

Workflow

Get Mext Task




Step

Sear ching for a Person

When the Search Person is displayed, enter the available identifying information regarding the
individual in the search fields.
_h.-"?‘--“‘-‘_ Family and Social [ )

vices Administraton

& Search Person

Search Criteria

First: | | midlle/mry [ ] Last:
P | | Gender; Type:

Cram/dd Ay

Address Linel; | | feie s I:I County;

Line2:
City: | | State; Zip Cods; /

[ Search | Reset |[ Cancel |

Search Result

SSN! | ICES RID: |

ICES/Curam Social ‘s
Person Mame Case Security AG/Case Type Payesa Authorized

e T Representative

The following table includes a description of each field on the Person Search page.

Data Element Description
ICES RID (Recipient Identification) Number 12 digits
Social Security Number XXX-YY-7272
Last Name Up to 15 characters
First Name Up to 15 characters
Middle/MI Up to 1 character
Date of Birth mm/dd/lyyyy
Gender Drop-down box with options: M or F
AddressLine 1
AddressLine 2
City
State Drop down box with State options
Zip Code 5 digits
County Drop down box with options
Type Screening Client, Applicant or Client




Step

Sear ching for a Person

Conduct a person search using one or more of the following, in the order of preference listed:

v' Socia Security Number

ICES RID Number

First and Last Name

Street/Rural Route, City and State Address (to narrow the results include as many address fields as
available)

First and Last Name and Address

First and Last Name and Date of Birth

AENIEN

AN

Click the Search button on the Search Person page.

navigation | Search Person

Q Case y .
Search Criteria

QO Document

O Tasks SSN: | | 1cES RID: | |
O User
First: | | Middle s | | Last:
Do
(rmdddyyyy): | | Gender: Type:
: Address
dd : 2 :
E— Address Linel | | LireEs | | County
City: | | State: | V| Zip Code:

[ search ]|[ Reset ][ Cancel ]

Search Result

ICES/Curam Social AuTErEE
Persan Mame Case Security AG/Case Tvpe Pavee |




Step

Sear ching for a Person

A successful Person Search displays a Person Name, ICES/'WFM S Case Number, Socia Security
Number, AG/Case Type, Payee, Authorized Representative and Status that matches the search fields
completed.

v and Social

Administraton

&| Search Person

Search Criteria

Eifist: |Ima | Middle,MI; l:l Last:
o | | Gender: Type:

{mm/ddyyyy

Address Linel: | | fleioe l:l County:

Line2:
| state: Zip Code:

( search ) [ Reset ][ Cancel |

ent items

City: |

Search Result {(Number of Items: 1)

ICES/Curam Social T
Person Mame Case Security AG/Case Type Eayee %tiua Status
Representative
Number Number i
Ima Client E67 Application Case

If no match isfound, Search Results display “ Search Result (Number of Items: 0)” and Information
displays “Record(s) cannot be found for the search criteria entered.”

. amily and ::--!-.'u| o7 f‘: ;“ Nag

vigation Search Person Help

& Record(s) cannot be found for the search criteria entered,

Search Criteria

ssh: || || 1cEs Rip: | |

First: |Ima |Midd|e/MI: | | Last: |Client
pos | | Gender: Type: i

Document

et items = [IUESAREE |
Address Linel: | | Acﬂj:g;s | |CDunt\;i
City: | | State: | V| Cocif I:

[ search ][ Reset |[ Cancel |

Search Result {Number of Items: 0)

JLm) =) L,U[mll =L 1d -
e Authorized

Person Mame Case: Security AG/Case Type Bayee ﬁsentative Status
HNumber Mumber e




Step

Sear ching for a Person

From the Search Results, click the link of the person’s name that you want to view, or you can click the
Case Number that you want to view.
To view information about the person, click the link of the name of the person you want to view.

Search Criteria

SSN: |

First: |Ima |Middle/l‘v‘11: I:I Last: |Client
e | | Gender: Type:

frm/dd Sy

address Linel: | | Hudioe I:I County:

Line2:
ity | | State: Zip Code:

( search | Reset |[ Cancel |

ICES RID: |

cent items

L

Search Result {(Number of Items: 1)

ICES/Curam Social "
Person Mare Caze Security  AG/Case Type  Pavee Authorized |
Representative
Number Number -
Ima Client 567 Application Case

The View Member page displays.

Help |

| View Member

Applicant Information

First Mame: Ima Last Mame: Client
Middle Name/Initial: IC Suffis:
SEN; Date of Birth:
Seut Ethricity:

Is this Person Head of Household?: ves

Applicant's Race - check all that apply

Black or African No Mative Hawaiian or No ;
: : Asian:
American: Pacific Islander:
Armerican Indian or Mo white: Mo ctber Mo

alaskan Mative:

Programs Requested For This Person
All Programs: Mo Health Coverage: Mo Mot Applying: Yes
Food Stamps: Yes Cash #ssistance: Yes

Applicant Details

If not a U.S. Citizen, what is

) e
Is this Person a LS. Citizen?: their USCIS #7:




Step

Sear ching for a Person

To view information about the case, click the link of the Case Number that you want to view.

Social

Iministraton

Search Person

Search Criteria

ssn || | 1cesriD: | |

First: |Ima |Midd|e/MI: I:I Last: [Client
nan | | Gender: Type:

{rmm/dd /Sy

Address Linel: | | Aeerees I:I County

Line2:
city: | | state Zip Code

( Search ][ Reset |[ Cancel |

T T8

Search Result {(Number of Items: 1)

ICES/Curarn Social e
Berson NEI[[ =} CEIEB Sécurity .QG{ICESE TEQE F‘EIEEE R A A

=T
oy KiiaEas Eepresentative

Ima Client EA7 application Case

The Application Case Home page displays.
: -J};_?l'as}; | New m:i::'ivit

[Applicatiun Case Home: ] Help |

¥ Fam 1 Social | &

Iministraton

Access Application Rescan Application Initiate Data Broker
Send AR Information to ICES Send AE Information to ICES
- Completed AR in ICES Completed AE in ICES
ember Relationships
ssets File Date: 6/21/2007 Freferred Language: English
Applying for Yourself: %23 Programs Applied: Eizcelriéimps,Cash,Health

Application Status: PENDIMG

Contacts

ommunications
‘asks

County Of Residence: Marion

1809 1809

1613 Rough 5t 1613 Rough St
Indianapolis, Indiana Indianapolis, Indiana
46204 46204

Home Address: Mailing Address:

Phone Numbers




Step

Sear ching for a Person

To start another Person Search, click the Reset button and the search criteria resets the Person Search
page to blank fields.

Social

NS tration

Search Person

Search Griteria

ssi; || | 1cEsRD: | |

First: | |Middle/Ml: |:| [East
H | Gender: Type:

(ram/del/yyyy):

Address L.inel:| | Addreggl:l Caounty:

Line2:
City: | | states Zip Code

[ search || Reset J|[ Cancel |

T

Search Result

ICES/Curam Social .
i Authorized
Person Mame Case Security AG/Case Type Payee e s

HNumber Mumber -




Step

Sear ching for a Person

To end or cancel aPerson Search, click the Cancel button.

v and Social

Administration

Search Criteria

SSN: | | IcEs RID: | |

First: |Ima |Midd|e/MI: I:I Last: [Client
S | Gender: Type:

(mm/dd/yyyy):

Address Linel: | | Address I:I County:

Ling2:
&5 i et e

[ Search | [ Reset ||[ cancel |

Search Result (Number of Items: 1)

ent items

T

ICES/Curam Social AhGR e
Person Mame Case Security AG/Case Type Bayee A
: - Representative
MNumber Mumber

Ima Client EA7 Application Case

The FSSA Case Management System Home page displays.

1l 1 Social

Administration

8 FSSA Case Management System | Help
F55A Case Management System

ork Queue Dashboard

orkspace Process Request for Services Case
Create Application Case Person
Administration Docurment
Task
User

Workflow

Get Mext Task

ask Case 1DV Docurment  Subject Status Pricrity Due Date




3.11.4.6 Searching for a Case

Searching for a case is necessary when you are completing a work task or case processing to
determine if a case exists in the system, or to view information that is in a specific case.

If the caseis a State Program which is never entered into the ICES system, the results display as an application,
even when case processing is completed.

Steps

Sear ching for a Case

1.

Access the Search For option on the Home page of the FSSA Case Management System.

Click the Caselink.

v and Social

& Administration

ork Queue Dashboard
orkspace

———————————————————— X,
ent items

28
-
T ask | New Activit

FSSA Case Management System
FSSA Case Management System

Process Request for Services

Create Application Case PerSDn
Administration Docurment
Task
User

wWorkflow

Or, search for a case by clicking the Search option on the left side Navigation bar.

Family and Social

o) \'o‘ﬁ r.k-s-.pat:a

| recent items :

FSSA Case Management System
F554 Case Management System

Process Bequest for Services Case

Create Application Case Person

Administration Document
Task
User

Workflow




Steps

Sear ching for a Case

Then, click the Case option on the |eft side Navigation bar.

AL By

Search Person

Search Criteria

O Document

O Tasks ssh: || | 1cesrm: | |
O User
First: | | Middle/mr: | |
DioB . .
(mm/dd Sy g | Gender:
5 s o | | Address | |

To display the Search Case page, click the Case link on either the Search For option and the Case link,
or the Search option on the left side Navigation bar and the Case link.

Iy and Social
dministraton

Search Criteria

Number: Type: Reference!

S5M; IZES RID:
| | —

_ DOB &
Cm/ddyyy ) | @

ent items
Address Linel: | | Addrass l:l County!

Line2;
ciy: | | st S

[ search ][ Reset |[ Cancel |

Search Results

Case Mame S5 Case Type Case Reference Date Created Status




Steps

Sear ching for a Case

Enter available identifying information regarding the case in the search fields.

§ Family and Social

=  Services Administration

Search Case

Help |

Search Criteria

The following table includes a description of each field on the Case Search page.

Number: Type., Reference!
DoB | |
| (mm/dd/yyyy )
o - [ -
Address Linel: | | Lieo: County:
earch es ance
[ Searel Reset Cancel /
Search Results
Case Mame Case Reference Date Created Status

Data Element Description

ICES Case Number 10 digits

Case Type Drop down box options of Screening, Application,
Standard

Case Reference WFMS Case Number

Social Security Number XXX-YY-7272

ICES Rid Number 12 digits

First Name

Middle/MI Up to 1 character

Last Name

Date of Birth Mm/dd/yyyy

AddressLine 1

AddressLine 2 Apartment number

County

City

State Drop down box with state options

Zip Code




Steps

Sear ching for a Case

Conduct a case search using one or more of the following in the order of preference listed:

Case Number (WFMS or ICES)

Socia Security Number of an individual potentially associated with the WFM S Case

ICES RID Number of anindividual potentially associated with the WFM S Case

First and Last Name and Date of Birth of an individual potentially associated with the WFM S Case
First and Last Name of an individual potentialy associated with the WFM S Case

Case type, which isadrop down box option of Screening, Application, or Standard

RS

Enter the information regarding the case, and click the Search button on the Search Case page.

=

imily and Social
ices Administration

S| search case

=~
|} search Criteria

ICES Case | | Case Case [
Mumber: Type: Reference;
S | | 1cES RID! | |
First: |Ima | Middle/mI; | | Last; E
Dop ]
=————u rmmAdd Sy | |
ent items o] | ij:g;s | | County: [
City: | | State! | V| Zip Code: [
[ Search ]| Reset ][ Cancel |

Search Results {(MWumber of Items: 1)

Case Mame SSHM Case =} Case Reference Date Created




Steps

Sear ching for a Case

A successful Case Search displays the Case Name, Date of Birth, SSN, Case Type, Case Reference
Number(WFMS), ICES Case Number, Date Created (in WFMS), and the Status of the case that match
the search fields compl eted.

Search Case

Search Criteria
ices case | e o —

Mumber; Type: Reference;

_ DoB
| (mm/dd/yyyy |
Address Linel: | | Litae: County
city: | | st cpeode [ ]
[ Search ][ Reset | [ Cancel |

Search Results (Number of Items: 1)

Case Name SSh Case Type Case Reference Date Created Status
Ima Client Application EE7 6/21/2007 Open

If no match isfound, Search Results displays “ Search Results (Number of Items: 0)” and Information
displays “Record(s) cannot be found for the search criteria entered.”

Pl Family and Social

Adr

Search Case Help

(BReeerd(s) cannot be found for the search criteria entered]

O/ Tasks Search Criteria

R HEE ICES Case | | Case Case
Humber: Type: Reference:
s | | 1ces mip: | |
- First: [Ima | Middlesmr: | | Last: [Client
recent items ; = DoB
Cran/dlel/yyyey ) | |
i T Addrass ) ~
Address Linel: | | iyt | County:

City! | | State: | V| Zip Code:

[ search ][ Reset | [ Cancel ]

| Search Results {Number of Items: 0)

352 [arme B EEE E Case Reference Date Created Status




Steps

Sear ching for a Case

Click the link of the person’s name that you want to view.

Search Case

Search Criteria
ICES Case | | Case Case

Mumber: Type: Reference;

SSN: | | wesmp: [ ]
First: |Ima |Midd|e/h~’11: l:l Last; |Client

DoB

(mm/del/yyyy ) | ks

Address Line1: | | o [ —
City: | | state: Zip Code:

( search |[ Reset | cancel |

Search Results {(Number of Items: 1)

Case Name SSM Case Type Case Reference Date Created i
Ima Client Application E67 6/21/2007

d Social
Administration

Application Case Hnme:]

T

Access Application Rescan Application Initiate Data Broker
. Send AR Information to ICES Send AE Information to ICES
Representatives s i
4 Completed AR in ICES Completed AE in ICES

fember Relationships

File Date: 6//21/2007 Preferrad Language: English
Yas Food Stamps,Cash,Health

Applying for Yourself: Programs Applied:

Coverage
Application Status: PENDING

Contacts

County Of Residence: Marion

1809 1809

1613 Rough St 1613 Rough St
Indianapolis, Indiana Indianapolis, Indiana
46204 46204

Home Address: Mailing Address:

Phone Numbers




Steps

Sear ching for a Case

To start another Case Search, click the Reset button and the search criteria resets the Case Search page
to blank fields.

Fanmi Sacial

Search Case

Search Criteria
ICES Case | Case. Case

Number: Type: Reference:
SSN: | | 1ces RID: | |
First: | | Middle/mr: | | Last: |
DoOB
{mm/dd Ay | L
Address Linel: | | '&EIJ_T:EZS | | Countiy: I:
City: | | State: | v| zip cade: I:

[ search ]|[ Reset J|[ cCancel |

Search Results

raco Mamo [={=d | Taco Twhao maco Dafaronca Mato Crastad




Steps

Sear ching for a Case

To end or cancel a Case Search, click the Cancd button.

Search Case

ICES Case || | Case Case

Mumber: Type: Reference;
SSN: | | ICES RID: | |
First: | | Middle 1 | | Last:
DoB |
(rmmy/ddl sy ) | @
Address Linel: | | A?j:ggs | | County:

City! State! ¥| Zip Code
i | |

[ Search ) [ Reset || Cancel |

Search Results

Case Mame SSH Case Type Case Reference Date Created

The FSSA Case Management System Home page displays.

u i
E Family and Social |
; : .

5 Administration & -a* | New .klfé‘iuit

FS8A Case Management System Help
ESSa Chse Management System

..m-k'-u ieue Dashboard

orkspace Process Request for Services Case
Create Application Case Person
Administration Docurnent
Task
User

Workflow

Get Mewt Task

My Tasks

Task Case 1D Docurrent  Subject Status Bricrity Due Date

3.11.4.7 Searching for a Non-Indexed Document

The purpose of this search isto locate a submitted document that is not indexed to a case and, upon locating the
document, index the document to the correct WFM S case. Non-indexed documents are maintained in arepository
of Non-Indexed documents.

This search may occur at multiple points during application, re-determination and reported change processing; or
other Client or €ligibility related processing.

Most document searches conducted by the SEC will be from Documents in the WFM S Standard Case.




Step

Searching for a Non-Indexed Document

From the WFMS case click Documents in the left Navigation bar and then Search
Non-Indexed Documents to search for the document, which may have been submitted
without a bar-coded cover sheet and could not be indexed to the case.

2 FS5A - WEMS Documents: FANCY FRIDAYA - 3000384135 - Microsoft Internet Explorer

Ele Edit Wiew Favortes Tools Help :"

@Back > | lﬂ @ _;j /.-.) Search ‘-_‘T/"'\T-“Favorites e} *hv .:4 ﬂ} ad _i ﬂ 3

Documents: FANCY FRIDAYA - 3000384135

O (Search Non-Indexed Documents | (Attach Document | [ Delink & Search Case | (Delink & Search Person | [ Delink

To view additional document detail or Edit the document detail, click on the Yiew or Edit link,

To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
{es); then select the Delink & Search Case or Delink & Search Person button,

To Delink the documents only, select Delink.

Mote: To select All documents in this list, check the top bor (next to Action).

[~ Action Document Type [ ootz Client Receipt Date Status - sl e
Name i}
Eligibility Application FANCY
) Yiew | Edit Support Document FRIDAYA 10/19/2007 Received Q000025776
Documents Cover Sheet
Application and  Application for EANCY
| Wiew | Edit Redetermination Assistance e 10/19/2007 Received Q000025776
ERIDAY A&
Forms Converted =
Birth FANCY
) Yiew | Edit Yital Statistics CEifioSte FRIDAY A 10/19/2007 Received 9000025776
Lease or
O view|Edit E:E\';rfsres Rental ’E:INDCAVM 10/19/2007  Received 9000025776
P Agreement
Notice
Eligibility
O view|Edit Support B0 e 10/19/2007  Received 9000025776
s L Rights and ERIDAY A B
a§] S & Trusted sites

e Search using Client Social Security Number, name and address or name only,
without selecting document type so that the search is performed for all documents.
If the search result is too large, narrow the search criteria by entering the specific
document type.

Also, consider searching common names by using alternate name spellings. For
example, if Client name is Michael Smith, also search using Mike Smith or M Smith.

The system displays the search results. If any documents are found, click the
Document Name hyperlink in the Document column of the Search Results. View the
document image itself by clicking the Document Name link. View the document image
alongside the View Non-Indexed Document Detalils.




Step

Searching for a Non-Indexed Document

Document Search TEENY ME - 3000380596 {

Search Criteria

Document Type:

| Document:  Rent Receipt &, 0y

Receipt Date From: | | Receipt Date Through: | |
SSM: | o | ]

(Don't enter dashes) ! | Scan Late: ! |

Client: | w
| —— ]
Select a Case Member

Mame

Client First Mame: | |
Enter an Alternate First
Mame

Address Linel: | |

Client Last Mame: | |
Enter an &lternate Last
Mame

Address Line2: | |
|

City: State:
| |
Zip Code: | |

[ Search |[ Reset |[ Cancel |

Search Results (Number of Items: 10)

Action Document Type Document Client Beceipt Date  Status
Linik Shelter Expenses Eent Receipt jane hudson 10/10/2007 Received
Link Shelter Expenses Rent Receipt 10/10/2007 Received
Linik Shelter Expenses Rent Receipt 10/10/2007 Received
Link Shelter Expenses Eent Receipt 10/10/2007 Received
Linik Shelter Expenses Eent Receipt summer flowers 10/11/2007

Received

R ==

e Review the identifying information on the document, and determine if it should
be linked to the case being worked.

e If so, click the Link button.
Zip Code: |

[ Search | [ Reset | [ Done ]
Search Results (Number of Items: 3)

Action Document Type Document Client Receipt Date  Status
Vital Statistics Birth Certificate  James Smith 6/14/2006 Accepted
Vital Statistics Birth Certificate  John Smith 6/14/2006 Not Accepted
Link Vital Statistics Birth Certificate  Linda Smith 6/14/2006 Received

e The system adds the document to the documents list for the case and
navigates back to the Documents page.

e Process the document.

Repeat the process if additional solicited documents are outstanding, and the search
results show more than one document.




3.11.4.8 Task Search

The purpose of this search isto locate atask or tasks associated with an individua or case. This search may also
occur if alisting of a specific task type is needed for multiple cases or individuals.

A task search should be completed when processing any workflow task to seeif there are any other related tasks
that can be processed at the same time. Since ICES Alerts will be Tasks, a Task Search should be conducted before
case processing is completed.

Steps Sear ching for a Task

1. | Accessthe Search For option on the Home page in the FSSA Case Management System.
Click the Task link.

%
¥ Family and Social |
] ’ b

_,"r_xI-as& | MNew Activit

dministration

FSS5A Case Management System
FS5a Case Management System

Process Reguest for Services

Create application Case Person

Administration Document
User

Workflow

Get Mext Task

My Tasks

Or, you may search for atask by clicking the Search option in the left side Navigation bar.

—

Iz amily and Social .{"'!
- w i
nlask | New AEtivit

F88A Case Management System
F55a Case Management System

Process Request for Services Case

Create Application Case Person

Administration Document
Task
User

§ recent items

Workflow

Get Mext Task

My Tasks

- e e L e O P AL




Steps Sear ching for a Task
2. | Then click the Task option.
Search Person
Search Criteria
ssN; | | IcesmD; | |
First: | | Mliddle /M | | Last:
DOB ,
mm/ddlyyyy | | Gender: Type:
Address Linel: | | Ai@reg? | | County:
recent items e
City: | | State: Zip Code:
[ Search ][ Reset | [ Cancel |
ICES/Curam Social Stk
Person Name case Security  AG/Case Type  Payee areenat
3. | Clicking either the Search For option and the Task link or the Search option on the left side Navigation

bar and the Task option display the Search Task page.

Help

Search Criteria

Ste:;:iilf |Open v| Task Type: | 'v| T?é‘? IEI
Username: %'@ (mm/dEE)JL/J’i}fD}fa}ft)? | |
ICES Case | | Case | | ICES
Mumber: Reference: RID:
First: | | riddle/ra1: | |Last: |:|

[ Search ][ Reset |[ Cancel |

Search Results

Task 10 Task Type Assigned To Priority Due Date Status




Steps

Sear ching for a Task

Enter identifying information available regarding an individual or case that is potentially associated

& Search Task

Search Criteria

Task | Opan
Status:

Due Date 4

Username: %@ Cram/dd Ay | |
ICES Case | | Case | |ICES |_|
Mumber: Reference: RID: —

Task Type: | v| T?;I:( |E|

First: | | tiddle/mI: | |Last: EJ/
[ Search ][ Reset |[ Cancel |
—
Task ID Task Type Assighed To Briority Due Date Status

The following table contains a description of each field on the Search Task page.
Data Element Description

Task Status Drop-down option box

Requires either the first and last name of the Client or the
ICES Case Number or Case Reference Number

Task Type Drop-down option box

Requires either the first and last name of the Client or the
ICES Case Number or Case Reference Number

Task ID

Username

Due Date

ICES Case Number 10 digits

Curam Case Reference Number

ICES RID Number 12 digits

First Name Upto___ characters
Middle Initial 1 character

Last Name Upto characters




Steps

Sear ching for a Task

Conduct atask search using one or more of the following in the order of preference listed:
WFMS Case Number

ICES Case Number

ICES RID number

Task Type

Task Status

Last Name

First Name

WFMS Task ID

CLURRR RS

Click the Search button.

navigation Search Task

Search Criteria
g

= =v| Task Type: |

Status;

. Due Date ;
SR e (mm/dd/yyyy): | @
ICES Case | | : Case

Number; Fefarance:
First: | | middle/mr |

recent items

[ search ]|[ Reset ][ Cancel |

Search Results




Steps Sear ching for a Task
6. | A successful Task Search displaysthe Task ID, Task Type, Assigned To, Priority, Due Date and Status
of the Task you are searching for.
( Search ] [ Reset ) [ Cancel ]
Ié__iLk Task Type Assigned To Priority Due Date  Status
12345 Process Application Jo Daniels Medium 03/04/2007 Open
e Clicking the Task ID navigates the user to view the task.
e If no match isfound, Search Results displays “ Search Results (number of Items: 0)” and
Information displays “ Record(s) cannot be found for the search criteria entered.”
t.-]\.l.ll :\I :'“:'I[ ration
= = search Task
[ﬂ Record{s) cannot be found for the search criteria entered.
Search Criteria
k ererra
staTtii: T e [IMPACT Referral
e ue Date
Username:! %@ (mm/dl:;l/wwt) | |
ICES Case | | Case |
recent items i Number: Reference:
First; |Ima | Middle/MI: |
[ Search ][ Reset ][ Ccancel |
Task ID Task Type Assigned To Priority
7. | To start another Task Search, click the Reset button, and the search criteria resets to blank options.

navigation Search Task

Search Criteria

L .
. Due Date.
Username; QU {mm/dd Ay | |
ICES Case | | Case |
Mumber: Reference:
First; riddle/rl:
| | |

recent items

[ search ]| Reset J|[ cancel |

Search Results

L S S S T




Steps

Sear ching for a Task

To end or cancel a Task Search, click the Cancel button and the User Home page displays.

navigation J§ Search Task

O Document Task | |
] - b
Status: fesk e
. Due Date A
ey 20200 /W (mm/dd Ay y ) |
ICES Case | | Case | |
HNumber: Reference:
First: | | middiesmar: | |

recent items

[ search ][ Reset | [ Cancel |

Search Results

Task 1D Task Type Assigned To Priority Due Date StatL




3.11.4.9 Searching for an Internal User Work Instructions

The Internal User search may be used to locate contact information for a system user who has completed tasks on a
specific case (WFMS or ICES).

Steps Searching for an Internal User
1. | Accessthe Search For option on the FSSA Case Management System Home page.

' f". ¥ - .

EteTask | Mew Activit

F554 Case Management System

l Search For

tork Queue

O.-Wni-k.sn_a_ce;... - Case
Create spplication Case Person
Adrministration Document
Task

[\
L
i
=

recent items

wWorkflow

Get Mext Task

My Tasks
Task Case 1D Document  Subject Status Briarity

OR, you may search for aUser by clicking the Search option on the left side Navigation bar.
et 8 » : -'_"-._ a F

4 = "‘l
M lagk | New Activit

FSSA Case Management System

FSSA Case Management System

Search For

My Shortcuts

Process Request for Services Case

Create Application Case Person

Administration Document
Task
User

recent items

Waorkflow
zet Mext Task

My Tasks

Task Case I Document  Subject Statiic




Steps Sear ching for an Internal User
2. | Clicking either the Search For option and the User link, or the Search option on the left side
Navigation bar displays the Search User page.
and Social
Administration
(
First Mame: | | Last Mame:
Username; | | ICES User Mumber: |0
Joh: &, Organization Unit:
Location: &, Il Include Inactive Users: [
[ Search ] [ Reset ] [ Cancel ]
Username w Business Phane Location Job
urnber
3.

Enter available identifying information regarding the Internal User in the search fields.

a’ Search User [

Search Criteria
First Mame: | | Last Mame:

Username: | | ICES User Mumber: |0

Jok; &, Organization Unit:
Location: &, i Include Inactive Users: [
A
| Search || Reset |[ Cancel |
= Search Results
Mame LUsername 1LES User Business Phone Location
Murmber

The following table includes a description of each field on the User Search page.

Data Element Description
First Name User's First Name
Last Name User's Last Name
User Name Internal User
ICES User Number Internal User’s ICES User ID
Job Position title of Internal User
Organization Unit Unit assignment of Internal User
Location Office assignment of Internal User
Include Active Users Current system status of Internal User




Steps

Sear ching for an Internal User

Conduct an internal user search using one or more of the following in the order of preference listed:
Last name of User

First name of User

Name of user

ICES user ID

Office location of user

Organizational Unit the user isa member of

User’sjob/position title

Current status of the user

LUKt

Click the Search button.

ﬁ Search User

Search Criteria

First Mame; | | Last Mame: I:
Uzername; | | ICES User Mumber; |0
Job: & 0 Organization Unit:
Location: =N Include Inactive Users; [

[ Search ]| Reset |[ Cancel |

Search Results

ICES User Businiess Phone Location
Mimbier

recent items

Hame: Username




Steps

Sear ching for an Internal User

A successful User Search displays the Name, Username, ICES User Number, Business Phone,
L ocation, Job, and Status.

Neme Uisemame Business  Locabion dob Status

r Phone

a Search User

Search Criteria

First Mame: |Linda | Last Marme: |Steinkuh| |

Username: | | ICES User Number: |D |

Joh: & Organization Unit: &
Location: %%‘ Include Inactive Users: [

[ search ][ Reset | [ Cancel |

Search Results {(Number of Items: 7)

MNarne Usernarne nn e Bus+|r1e,si Location Job Status
Hurmber Phone

Linda et 0 Grant - CC Tier 1 Intake At
Steinkuhl 27000 Consultant 9

Linda Grant - .
Steinkuhl lswgBea 0 >7000 WG 8 EA 16 Active
Linda : Grant - : :
Stainkuhl IscctierZes o 57000 CC Tier 2 ES 10 Active

e Usersdo not have the ability to go to the User home page from the Results list.
o Userscan only seealisting of usersfor the entered search criteria.

If no match isfound, Search Results displays “ Search Results: (Number of Items:0)” and Information
displays “Record(s) cannot be found for the Search Criteria entered.”

X ¥

aily and Social re

)

Search Criteria

First Marme: |Ima | Last Mame: |Client
Username: | | ICES User Mumber: |D
Jab: =N Organization Unit: =N

| recent items i Location: &,0%  Include Inactive Users: [

[ Search ][ Reset |[ Cancel |

Search Results {(Number of Items: 0)

IES LISET

Business Phone Location Job  Status
Humber

MNarme Username




Steps Sear ching for an Internal User
6. | To start another User Search, click the Reset button and the search criteria resets the User Search to
blank fields.
and Social
minisrration
B search user
Search Criteria
First Name: | | Last Mame; [
Username; | | ICES User Number: [0
Job: & I Organization Unit:
Location; &, o Include Inactive Users: [
EEERE NG [ Search | [ Reset | [ Cancel |
Hame Username }—\%F—ﬁ_}:—f‘e—r Business Phone Location Jak
7. | Toend or cancel aUser Search, click the Cancel button and the User Home page displays.

&

@ Search User

Search Criteria

First Name: || | Last Mame;
Username: | | ICES User Mumber: |0
Joby &, Il Organization Unit:
Location: =N Include Inactive Users: [

[ Search | Reset || Cancel |

Search Results

ICES Usar

felimads o

ecent items

Marne Username Business Phone Location 111




3.11.4.
3.11.4.1 Overview

Sending Notices

The Send Notice work instructions describe how Coalition and State employeesin a Service Center or Help Center
create and manage outbound correspondence. The Workflow Management System (WFMS) adds capabilities for
automating correspondence not currently available in ICES, so outbound correspondence is generated from both the

WFMS and ICES.

Notices automatically generated through actions taken in ICES continue in the modernized solution; WFM S does
not duplicate such notices. Rather, the WFM S augments the natice module in ICES and allows the system or the
user to automate correspondence that would otherwise be done on a manual (hard copy) form or notice.

After outbound correspondence has been created in the WFMSS, the system records any due date(s) associated with
the notice, generates the documents and bar-coded cover sheet in the recipient’s preferred language, and then sends
arequest to the Outbound Mail Service Provider for mailing. All correspondence is mailed by default unless the
correspondence is manually marked as “Printed.” The WFMS creates a pending response task to track
correspondence that requires a response. Images of all outbound correspondence are stored in the WFMS
correspondence history for the associated recipient case record and are accessible for reference if the Client calls
with questions or requests a copy be mailed again.

Correspondence Status in the
WEMS (Insert hyperlink)

3.11.4.2

Attach Document (Insert
hyperlink)

3.11.4.05

Edit Correspondence in the
WEMS (Insert hyperlink)

3.11.4.08

Create Correspondence in the
File Server(Insert hyperlink)

3114.11

Correspondence Screensin
|CES (Insert hyperlink)

3.11.4.14

Create Correspondence in the
WEM S(Insert hyperlink)

3.11.4.03

Print Correspondence (Insert
hyperlink)

3.11.4.06

Delete correspondence in the
WEMS (Insert hyperlink)

3.11.4.09

Creating an Attachment from
the File Server(Insert hyperlink)

3.11.4.12

Re-mail Correspondencein
ICES from CNVN (Insert
hyperlink)

3.11.4.15

Add Addressee(Insert
hyperlink)

3.11.4.04

View Correspondence History
in the WEM $(Insert hyperlink)

3.11.4.07

Re-mail Correspondence in the
WEM S(Insert hyperlink)

3.11.4.10

Re-mail Correspondencein
ICES (Insert hyperlink)

3.11.4.13

Re-mail Corresondencein ICES
from CNHS (Insert hyperlink)

3.11.4.16




3.11.4.2 Correspondence Statusin the WFM S

The WFM S maintains four statuses for correspondence. A correspondence status of “Scheduled” indicates the
correspondence has been created and is scheduled for mailing. A correspondence status of “Mailed” indicates the
correspondence has aready been mailed to the designated addressee. A correspondence status of “ Printed”
indicates the correspondence has been printed locally at a Help Center and therefore not mailed to the designated
addressee. A correspondence status of “Re-mailed” indicates a copy of previously mailed correspondence has been
re-mailed to the designated addressee.

3.11.4.3 Create Correspondence inthe WFM S

If more than one form/notice isincluded in the outbound correspondence, only the first form/notice selected is
listed on the Correspondence page. Therefore, it is best practice to select the most relevant form/notice first. For
example, if thereisaneed to create a Fl 2032 Pending Verifications for Applicants-Recipients and include
additional forms/notices, select the FI 2032 Pending Verifications for Applicants-Recipients first so the
Correspondence page lists this as the detail lineitem.

Standard Practice: It isastandard practice for al Coalition staff to attempt collateral contacts when available and
allowed by policy in an effort to avoid pending for the information.

Updating information during the Create Correspondence process in the WFM S does not update the case
information in either the WFM S or ICES. Any information modified during the Create Correspondence processis
only applied to the specific outbound correspondence. Therefore, correct the information either in ICES or the
WFMS. All information should be updated in ICES if acase exigts; if no ICES case exists, update the information
inthe WFMS. Thefirst screen of Create Correspondence will allow the user to enter an additional address for
third party correspondence or an alternative mailing address if the WFM S mailing addressis not current.

Fl 2032/FI 2032A: The FI 2032 Pending Verifications for Applicants-Recipientsis pre-popul ated with
information requested on the Pending Verification Checklist. Therefore, it is necessary to complete the Pending
Verification Checklist in the WFM S before creating correspondence. The FI 2032A Pending Verifications for
Applicants-Recipients for Application Case is NOT pre-popul ated with information requested on the Pending
Verification Checklist. The FI 2032A Pending V erifications for Applicants-Recipients for Application Case should
be used when only an application case exists or at the expedite appointment for an Add a Program/AG when the
client nameis not yet listed in the WFMS standard case. .

Step Create Correspondencein the WFM S

1. | If the form to be sent isa FI 2032 Pending Verifications for Applicants-Recipients, follow Steps 2-6.
If the formisnot 22032, goto Step 7.




Step

Create Correspondencein the WFM S

From the Case Home page, select Pending V erification Checklist from the left Navigation bar.

q{
B
(o

Pending Verifications Checklist: LOIS GRIFFIN - 3000337737 Help

Options

Read Previous Checklist Read Current Checklist Create Checklist
Checklist Details

Type: Pending Verification Checklist Status:
Checllist: 0of0 In Progress/Completed: 0/0
Required Checklist Item Clients
El Age
O US Citizenship
[El Immigration Status
O Asset/Trust Review T Social Security Number
g_ :::::ﬁ Recovery (] Residence / Shelter Expense
O Utility Expense
El Relationship
L Tdantitu

The WFMS displays the Pending V erification Checklist page.




Create Correspondencein the WFM S

If the Pending Verification Checklist already contains marked boxes, it is necessary to
remove any previously entered information. To remove the information, scroll to the
bottom and click Edit.

| Ppfuit ‘walvia g et il [ Ak in Mg
Chdiin) §of 1 I PrnrunaCamphatisll 1§ {110
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a Sirwriry o Digabdity Bads tevenanon Inlomshon

o Fcsticn Magarting Rights snd Bsaponaiity

oot e

The WFMS refreshes the Pending Verification Checklist page with the household
members under the Clients column.

To uncheck a box, click on the checkmark. To remove the Client selection, hold
down the Ctrl button and click the name to “un-select.” Repeat until all previously
entered information has been “un-selected.”
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Step

Create Correspondencein the WFM S

Check the box next to each checklist item for which verification is required. Click the client/applicant
name for which verification of anitemisrequired. If more than one applicant/client needs to be
selected, hold down the Ctrl button as you select each person. If a name was selected in error and
needs to be removed, hold down the Ctrl button and click on the name to “un-select.”

— a ¥ o
Pending Verifications Checklist: LOIS GRIFFIN - 3000337737
|
— [l Checklist Details
Fecentitems = Type: Pending Verification Checklist Status:
Checklist: 0 of 0 In Progress/Completed: 0/0
Checklist Ttems
Required Checklist Item Clients

El Age CHRIS GRIFFIN
PETER GRIFFI

i} US Citizenship CHRIS GRIFFI
PETER GRIFFII

E Immigration Status CHRIS GRIFFII
PETER GRIFFII

O Social Security Number CHRIS GRIFFII
PETER GRIFFII

Residence / Shelter Expense

il Utility Expense CHRIS GRIFFII
PETER GRIFFII

| Relationship CHRIS GRIFFTI
PETER GRIFFIN

| Identity CHRIS GRIFFIN
PETER GRIFFIN

Bank Accounts / Financial Holdings

O Vehicles
PETER GRIFFII

E Real Property / Life Interest CHRIS GRIFFII
PETER GRIFFII

O Life Insurance CHRIS GRIFFII
PETER GRIFFIN v/




Create Correspondencein the WFM S

Enter any additional information in the Other box(es) or Additional Information box if necessary. If a
household member has been added to the ICES case, but has not yet been updated in the WFMS case,
use the Other box(es) to request verification for thisindividual.

P
Dependent Care Expense -CHRIS GRIFFIN 6
PETER GRIFFIN v
Support Payments CHRIS GRIFFIN |
PETER GRIFFIN ||
Third Pary Medical Resources CHRIS GRIFFIN"
|PETER GRIFFIN |+
Documentation of Disability / Pregnancy / Medical Condition [chrIS GRIFFIN 5_:\“_‘-‘
PETER GRIFFIN ¥ |
Immunization Records CHRIS GRIFFIN |~
PETER GRIFFIN ¥
Other Medical Expense CHRIS GRIFFIN 5_6_.
PETER GRIFFIN |
oOther |Birth Certificate for Stewie Griffin CHRIS GRIFFINE.*.
|PETER GRIFFIN|»|

M W W W ™ ™

=

Other [cHRis GrIFFIN[~|
(HERLH GRIFE I

Summary of Eligibility Redetermination Information

HE| @

Notice Regarding Rights and Responsibility

Additional Information

Save [ Cancel

Note: since applicants for Medicaid may be eligible to receive benefits three months
prior to the month of application if they meet eligibility requirements, be sure to
request specific information needed for this time period. For example, when income is
requested for the retroactive month to determine eligibility, specify exactly what is
needed on the 2032, not a general statement to “return income.” All income and
resources available to applicants must be verified for each month and entered on
appropriate ICES screens when received. If the 2032 includes only a general request,
this information will have to be requested again when the next user tries to complete
the tasks when the client sends in something, but not what was specifically needed.

For Hoosier Healthwise cases, simplified verifications are used in determining
eligibility for retroactive Medicaid coverage. If the applicant/recipient states that
current income is a reflection of income in the past three months, no further
verification is needed.




Create Correspondencein the WFM S

When the selection of verifications and names is complete, click Save.

Dependent Care Expense CHRIS GRIFFIN
PETER GRIFFIN ¥/
Support Payments CHRIS GRIFFIN
PETER GRIFFIN |+
Third Pary Medical Resources CHRIS GRIFFIN
PETER GRIFFIN ¥/
Documentation of Disability / Pregnancy / Medical Condition |CHRIS GRIFFIN
PETER GRIFFIN|¥|
Immunization Records CHRIS GRIFFIN
PETER GRIFFIN ||
Other Medical Expense CHRIS GRIFFIN
PETER GRIFFIN ¥/
Other | | [cHRIS GRIFFIN[~
PETER GRIFFIN|¥|

other | | [chris GrIFFINTA
PETER GRIFFIN

Summary of Eligibility Redetermination Information

M M N M N W M M M

Notice Regarding Rights and Responsibility

Additional Information

(save ) | canesi )

The WFMS refreshes the Pending Verification Checklist page with the requested information.

Note: when sending a Fl 2032, you will have to select this form from the list. This form will
already be populated with the information entered from the Pending Verification Checklist.

From the Application or Case Home page, click Correspondence from the left Navigation bar.

]
]

L
(o

Correspondence: LOIS GRIFFIN - 3000337737 Help |
5 Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status AG

ICES Correspondence List

Action Addresses Correspondence Name Mail Date Due Date Status AG

The WFMS displays the Correspondence page.




Create Correspondencein the WFM S

Click Create.

Correspondence: LOIS GRIFFIN - 3000337737 Help

O Documents Mailing Correspondence List

O Members Action Addressee Correspondence Name Mail Date Due Date Status AG
O Addresses TR d P

: 2 orrespondence Lis
O Phone Numbers L

Action Addressee Correspondence Name Mail Date Due Date Status AG

Q Pending Verification
Checklist

Q Data Collection
Checklist

O Second Party Review
Checklist

Q Change Checklist

O Solicited Documents
Requests

Q Correspondence

O Notes

O Asset/Trust Review
QO Benefit Recovery
O Tasks.

The WFMS displays the Create Correspondence page.

Using the drop down box, select the Addressee Type (Participant, Authorized Representative, or
Third Party).

navigation Create Correspondence Help

CorrespondenceDetails - Addressee

Addressee Type: |Participant

If Address Type is Participant, select the Member Name

Addressee Name: |LOIS GRIFFIN

If Address Type is Third Party or Authorized Representative

Addressee Name: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: I

Address Line 2: I
City: I
e
Zip: |
Select The Participant This Correspond e Is In Regards To

Member Name:




Step

Create Correspondencein the WFM S

10.

Using the drop down box, select the Addressee Name. Since the address in WFMS is a physical
address, review ICES to determine if a current mailing address is available for use in
sending correspondence.
Note: Thisfield isonly required if Participant is selected as Addressee Type.

~N-F

B
(o

ey |
| navigation i = Create Correspondence Help |
CorrespondenceDetails - Addressee
Addressee Type: | Participant EI
| recent items If Address Type is Participant, select the Member Name

( Addressee Name: |LOIS GRIFFIN ]

If Address Type is Third Party or Authorized Representative

Addressee Name: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: I

Address Line 2: I

City: I
o[
Zip: |
Select The Participant This Correspond e Is In Regards To
Wember Niame;

11.

If Third Party or Authorized Representative is selected as the Addressee Type, enter the Addressee
Name (e.g. McDonalds, Wal-Mart, Fifth Third Bank, €etc).

> & o
$ =) -
o A
navigation == Create Correspondence
CorrespondenceDetails - Addressee
Addresses Type: |Thrrd Party |:|
recent items If Address Type is Participant, select the Member Name

addrassee Name:

[[f Address Type is Third Party or Authorized Representative

Addressee Name: |WaEfMart

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: |\

Address Line 2: |
city: |

zip: [

Select The Partici This Cor d Is In Regards To




Step

Create Correspondencein the WFM S

12.

Enter Address Details for the Third Party or Authorized Representative. If an address has been
changed in ICES but has not yet been updated in the WFMS case, enter the applicant/Client’s new
address here or if the WFM S mailing address does not agree with the current mailing addressin
ICES, use this screen to enter current mailing address

Note: Updating addresses on this screen does not update the address information in the WFMS or
ICES. If an ICES case exists, update the appropriate | CES screen with the correct information. If an
ICES case does not yet exist, update the appropriate WFM S screen.

e 8V =
b x
Create Correspondence @j
Addressee Type: |Third Party
i recent items = || If Address Type is Participant, select the Member Name
Addressee Name:
¥ Address Type is Third Party or Authorized Representative
Addressee Name: !Wal—Mart
Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant ]
Address Line 1: |324U S Western Ave
Address Line 2: |
City: |Marion
state:
Zip: [46953
Select The Participant This Correspond e Is In Regards To
Member Name:
13. | Using the drop down box, select the Member Name.
-

1Cis
atio
| navigation g& Create Correspondence
CorrespondenceDetails - Addressee
If Address Type is Participant, select the Member Name

Addressee Name: |LOIS GRIFFIN

If Address Type is Third Party or Authorized Representative

Addressee Type: |Participant

recent items

Addressee Name: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: I

Address Line 2: I
city: |

State:

Select The Participant This Corr d e Is In Regards To

Zip:

( Member Name:

MEG GRIFFIN ]

Save

Cancel




Step
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14.

Once all Addressee Details have been entered, click Save.
| S e ————————— . O i

nd :‘ e
= Create Correspondence Heip |
CorrespondenceDetails - Addressee
Addressee Type: ‘ Participant ’ﬂ
' If Address Type is Participant, select the Member Name

Addressee Name: |LOIS GRIFFIN |%

If Address Type is Third Party or Authorized Representative

Addresses Name: ‘

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: |

Address Line 2: |
City: |
e

Zip: |

Select The Participant This Correspondence Is In Regards To

Meroar tame:
| Cancei )

The WFMS displays the Sdlect Correspondence Type page.

15.

Under the Program Selection cluster, select the appropriate assistance group for which the
correspondence is to be sent.

Select Correspondence Type Help |

Program Selection

Assistance Group: |Food Stamps
recent items Cancel

Select the correspondence type
Action Document ID Name




Step

Create Correspondencein the WFM S

16.

Click Search.

The forms/notices associated with the chosen assistance group populate under the Select the
Correspondence Type cluster.

¥ Family al ey E
ervices Administration 3 a x’

navigation ) =8 Select Correspondence Type Help

Program Selection

Assistance Group:

Select the correspondence type (Number of Item: 9)

Action Document ID Name

fSelect|View Auth Rep Authorized Representative Form B
Select|View Aux Ben Auxiliary Benefits Notice

Select|View Blank Blank Template

Select|view Cert Assign Client Certification & Assignment

Select|View DFR CCDF DFR CCDF Referral

Select|View FI 0007 Notice Of Interview-Appointment

Select|View FI 00089 Notice Regarding Rights and Responsibilities
Select|View FI 0014 Authorization for Release of Financial Information
Select|View FI 0022 Shelter Collateral Request

Select|View FI 0042 Notice of Missed Interview

Select|view FI 0065 Request for Earnings Information

Select|View FI 2030 Application For Hoosier Healthwise

Select|View FI 2030S Hoosier Healthwise Para Ninos Y Mujeres
Selsct|View FI 2032 Pending Verifications for Applicants-Recipients
Select|View FI 2032 (A) Pending Verifications for Applicants-Recipients for Application Case
Select|View FI 2246 Notice of Disqualification

Select|View FI 2326 Notification of Requirement to Provide Documentation of Citizenship
Select|view FI 2420 Report of Change

Select|View FI 2421 Change Reporting Requirements

Select|View FI 2510 Consent for Release of Social Security Number
Select|View FI 2511 Consent for Release of Information

Select|View FIFS 0041 Notice of Action

Select|View Gen Cov General Use Document Cover Sheet

Select|View IMP 0007 Self-Sufficiency Plan For Impact Client
Select|View IMP 0031 Follow-Up Appointment for Impact

Select|View IMP 2210 Notice of Noncompliance with Impact Requirements
Select|View IMP 2641A Claim - Voucher For Food Stamp Child Care
Select|View IMP 26418 Claim Voucher - For Food Stamps
_Select\m IMP 2641C Claim Voucher




Step
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17.

Identify the form/notice to be sent. If necessary, click either Document ID or Name to sort the results
list.

1 Social 'y

Administration

navigation ) Select Correspondence Type

Program Selection

Assistance Group: B

recent items

Select the correspondence type (Number of Items: 29)

Action Document ID Name

Select|View Auth Rep Authonzed Representative Form

Select|View Aux Ben Auxiliary Benefits Notice

Select|View Blank Blank Template

Select|View Cert Assign Client Certification & Assignment

Select|View DFR CCDF DFR CCDF Referral

Select|View FI 0007 Notice Of Interview-Appointment

Select|Vview FI 0009 Notice Regarding Rights and Responsibilities

Select|View FI 0014 Authorization for Release of Financial Information

Select|View FI 0022 Shelter Collateral Request

Select|View FI 0042 Notice of Missed Interview

Select|View FI 0065 Request for Earnings Information

Select|View FI 2030 Application For Hoosier Healthwise

Select|View FI 20305 Hoosier Healthwise Para Ninos Y Mujeres

Select|View FI 2032 Pending Verifications for Applicants-Recipients

Select|View FI 2032 (A) Pending Verifications for Applicants-Recipients for Application Case

Select|View FI 2246 Notice of Disqualification

Note: To view adisplay only copy of the form/notice, click View under the Action column. A display
only copy of the form/notice opens in a separate window.

navigation ) Select Correspondence Type

Assistance Group:

recent items
Action Document 1D Name
Selec Auth Rep Authorized Representative Form
Selec Aux Ben Auxiliary Benefits Notice
Selecll| view | Blank Blank Template
Seleclj| View | Cert Assign Client Certification & Assignment
Selecll| View | DFR CCDF DFR CCDF Referral
Selecl| View | FI 0007 Notice Of Interview-Appointment
Selecf)| view | FI 0009 Notice Regarding Rights and Responsibilities
Selecll| View | FI 0014 Authorization for Release of Financial Information
Selecll| View | FI 0022 Shelter Collateral Request
Selecll| View | FI 0042 Notice of Missed Interview
Selecll| view | FI 0065 Request for Earnings Information
Selecl| View | FI 2030 Application For Hoosier Healthwise
Selecll| View | FI 20305 Hoosier Healthwise Para Ninos Y Mujeres
Selecll| View | FI 2032 Pending Verifications for Applicants-Recipients
Selecfl| view | FI 2032 (A) Pending Verifications for Applicants-Recipients for Application Case
SelecView J FI 2246 Notice of Disqualification




Step

Create Correspondencein the WFM S

18.

Click Select to designate the form/notice to be sent.
-

%:
]
(O

Select Correspondence Type Help |

Program Selection
Assistance Group: [Food Stamps | v

d recent items Search Cancel

Select the correspondence type (Number of Ttems: 29)

Action Document ID Name
(Sclectview Auth Rep Authorized Representative Form

Select|View Aux Ben Auxiliary Benefits Notice

Select{View Blank Blank Template

SelectView Cert Assign Client Certification & Assignment

Select|view DFR CCDF DFR CCDF Referral

Select|View FI 0007 Notice Of Interview-Appointment

Select{View FI 0009 Notice Regarding Rights and Responsibilities
Select{view FI 0014 Authorization for Release of Financial Information
Select|view FI 0022 Shelter Collateral Request

Select|View FI 0042 Notice of Missed Interview

Select{View FI 0065 Request for Earnings Information

Select{View FI 2030 Application For Hoosier Healthwise

Select|view FI 2030S Hoosier Healthwise Para Ninos ¥ Mujeres
Select|View FI 2032 Pending Verifications for Applicants-Recipients
SelectView FI 2032 (A) Pending Verifications for Applicants-Recipients for Application Case
Select)View FI 2246 Notice of Disgualification

If the form/notice to be sent is not listed, refer to Section 3.11.4.11, Create Correspondence from the
File Server.

The WFMS displays the Create Correspondence Details page.

19.

Review correspondence details for accuracy.

o Verify the Mail Date field is correctly populated. To modify the Mail Date, either enter the date
(mm/dd/yyyy) or click the Calendar icon. Select the appropriate Mail Date. The WFM S updates
the Mail Date.

o Veify the Due Datefield is correctly populated. To modify the Due Date, either enter the date
(mm/dd/yyyy) or click the Calendar icon. Select the appropriate Due Date. The WFM S updates
the Due Date.

Help |

Create Correspondence Details: Pending Verifications for Applicants-Recipients

Primary Addressee Details

LOIS GRIFFIMN Participant 403 EVENING DR ,
L = Addressee: Addressee Type: Address: INDIANAPOLIS, IN
recent items > 46202

Correspondence Details

Member Name: MEG GRIFFIN

Mail Date: [10/23/2007
Due Date: | 11/23/2007 _

Pending Verifications for Applicants
Recipients
Status: Scheduled

Correspondence Name:
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20.

Once the Mail Date and/or Due Date have been modified (if applicable), click Save.

navigation Create Correspondence Details: Pending Verifications for Applicants-Recipients

Primary Addressee Details
LOIS GRIFFIM Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
recent items 46202

Correspondence Details
Membar Name: MEG GRIFFIN Mail Date: 10/23/2007 | &
Comr —— - Pending Verifications for Applicants- Dua Date: | 11/23/2007 &
i Recipients L
‘Status: Scheduled

Gansel

The WFM S displays the Edit Document page and opens an image of the form/notice in a separate
window.

21.

Review the image of the form/notice to verify all data fields have been correctly populated.

! Fle Edit View Insert Format Tools Table Window Help Type a question for help = X

G2 OB o B0 e il 2 D S BBIBS, o 8) Fieil)

ahz .

. PENDING VERIFICATIONS FOR
APPLICANTS / RECIPIENTS

State Form 42940 (R7 / 11-05) / FI 2032

DATE: 10/23/2007

YOUR DEADLINE FOR SUBMITTING THIS INFORMATION TS

F5SA Document Center
PO Box 1810

Marion, Indiana 46952

Fax#: 1-500-403-0864

Each box checked below indicates information which is needed to determine your eligibility for Temporary Assistance fo Needy
Families (TANF), Medicaid / Hoosier Healthwise and Food Stamps. If you do not have the exact papers listed below, you may
send/bring in others that provide the same information. You must submit the requested papers by the above deadiine or your benefits
will be denied or discontinued.

We have enclosed a Document Cover Sheet. It is important that you include a copy of this Document Cover Sheet with any
information you send: it will help us process your case faster. Also, please write your name and Social Security Mumber on all of the
‘copies you send. If you have questions, contact FSSA at 1-800-403-0864 Monday through Friday 7:00 AM — 7:00 PM. If you prefer to
drop off your information at an FSSA local office you may contact the number above to receive address information for an office near
you.

Proof of: For:

Birth ceriificate, baptismal, medical and school records, military records, court
records
T UST
Birth cerfificate, Immigrafion and Maturalizafion Service records, bapfismal,
medical and school records, military reconds, court records
mig Stafus
in and Naturalization Service records

[T Social Security Number
Socia Security card, proof of application for Social Security card, Social
Security or SSI benefit lefter, W-2 form

22.

Enter any additional comments in the appropriate fields on the form/notice.

Note: The FI 2032 Pending Verifications for Applicants-Recipients is pre-popul ated based on
information requested on the Pending Verification Checklist. Therefore, it is necessary to first update
the Pending Verification Checklist before creating a Fl 2032.
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23.

Once al information has been reviewed and any additional comments have been entered, click the X
in the upper right corner.

¥ PENDING VERIFICATIONS FOR
M5 APPLICANTS / RECIPIENTS

State Form 42340 (R7 / 11-08) / FI 2082

DATE: 10/23/2007

YOUR DEADLINE FOR SUBMITTING THIS INFORMATION TS

MAIL OR FAX YOUR INFORMATION TO:

I N F5S5A Document Center

Case number PO Box 1810

3000337737 Marion, Indiana 48952

Faoct: 1-800-403-0864

Each box checked below indicates information which is needed to determine your eligibility for Temporary Assistance to Needy
Families (TANF), Medicaid / Hoosier Healthwise and Food Stamps. If you do not have the exact papers listed below, you may
send/bring in others that provide the same information. You must submit the requested papers by the above deadline or your benefits
will be denied or discontinued.

We have enclosed a Document Cover Sheet It is important that you include a copy of this Document Cover Sheet with any
information you send; it will help us process your case faster. Also, please write your name and Social Security Number on all of the
copies you send. If you have questions, contact FSSA at 1-800-403-0864 Monday through Friday 7:00 AM —7:00 PM. If you prefer to
drop off your information at an FSSA local office you may contact the number above to receive address information for an office near
you.

Proofof: For:
T

Age
Birth ceriificate, baptismal, medical and school records, military records, court
records

Birth cerfificate, Immigraion and Naturalizaion Service records, baptismal,
medical and schoal records, military reconds, court records

i
Immigration and Naturalization Service records

[ ] Number
Social Security card, proof of application for Social Security card, Social

Securty or 33| benefit lefter, W-2 form

The WFM S saves the form/notice back to the server and displays the Create Correspondence Details
page.




Step Create Correspondencein the WFM S
24. | Review all Addressee Details for accuracy. Verify that all Authorized Representatives designated to
receive notices for applicant/Client and the chosen assistance group are listed.

’@: Family and Social -

: Create Correspondence Details: Pending Verifications for Applicants-Recipients [help ]

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
— — —
v Memer Mame: MEG GRIFFIN Mail Date: 10/23/2007
Correspondence Name: ;‘;gﬁicnagnée_gi?;:;:;m Due Date: 11/23/2007
Status: Scheduled
SSEE see Addressee Type Address
Edit|Delete  Lane Griffin Authorized Representative 100 N Illinois St , Indianapolis, IN 46201
[Add Additional Correspondence |
Action Correspondence Name
Action Document Name Document Type
((Preview | [ Save |[ Cancel |

e Toadd an addressee, refer to Section 3.11.4.4, Add Addressee.

e Tomodify Addressee Details, click Edit. The WFM S displays the Edit Correspondence Details
page. Once information has been modified, click Save. The WFM S displays the Create
Correspondence Details page.

Note: Updating addressee details on this screen does not update the information in the WFMS or

ICES. If an ICES case exists, update the appropriate |CES screen with the correct information. If an

ICES case does not yet exist, update the appropriate WFM S screen if WFM S mailing address does

not agree with the current mailing addressin ICES, use this screen to enter current mailing address .

e Todelete an addressee, click Delete next to the addressee to be deleted. The WFMSS displays the
Delete Correspondence Addressee page. Click Yes. The WFM S displays the Create
Correspondence Details page.

25. | Determineif any additional forms/notices should be included in the correspondence packet. If no

additional forms/notice should be included, skip to step 28.

Note: In order for the WFM S to create tasks for any pending response(s) based on due date(s) for
Medicaid Disability notices, a separate correspondence packet must be created for the following
notices:

Select|View FI 2320 Medicaid Disability Initial Action Notice to Applicant
Select|view FI 2321 Medicaid Disability Follow-Up Action Notice to Applicant
Select|View FI 2322 Medicaid Disability Initial Request to Provider for Records
Select|View FI 2323 Medicaid Disability Follow-Up Request to Provider for Records

Select|View FI 2324 Medicaid Disability Request to Applicant to Obtain Records
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26.

Click Add Additional Correspondence.

N

[(heip )

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
46202

Edit

Correspondence Details
Member Name: MEG GRIFFIN Mail Date: 10/23/2007

Pending Verifications for 11/23/2007
Applicants-Recipients
Status: Scheduled

Correspondence Name: Due Date:

Add Addressee

Addressee Details

Action Addrassee Addresses Type Address

P
| add Additional Currespundenceﬂ

‘

Additional Correspondence
Action Correspondence Name
Attach Document

Document Attachment

Action Document Name Document Type

[ Preview ][ Save |[ cCancel ]

The WFMS displays the Select Correspondence Type page.

27.

Repeat steps 15-26 as necessary.

28.

Determine if any documents indexed to the application, case, or Client should be included in the
correspondence packet. If any documents should be included, refer to Section 0, 3.11.4.5 Attach
Document. If no documents should be included, continue with step 29.

Note: Certain forms/notices require arelease of information form to be sent in the outbound
correspondence packet. Be sure to attach any necessary release of information formsin accordance
with policy.
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29.

Once al correspondence details have been entered and the entire correspondence packet has been
created, click Save.

and Social (=R :’
dministration . A
e -

y
L0

A
reate Correspondence Details: Pending Verifications for Applicants-Recipients Help |
Primary Addressee Details
LOIS GRIFFIN Participant 403 EVENING DR ,
B Addressee: Addressee Type: Address: INDIANAPOLIS, IN
| recent items | 46202
Member Name: MEG GRIFFIN Mail Date: 10/23/2007
Correspondance Name: Pending Venﬁcz_at_mns for Duc Data: 11/23/2007
Applicants-Recipients
Status: Scheduled
Add Addressee
Addressee Details
Action Addressee Addressee Type Address

[(Add Additional Correspondence |

Additional Correspondence

Action Correspondence Name

Attach Document

Document Attachment

Action Document Name Document Type

PE——
((preview |( Save ]| Cancel )
| S

The WFMS displays the Mail Correspondence confirmation page.

30.

Click Yes.

_ Mail Correspondence Pending Verifications for Applicants-Recipients Help |

Are you sure you want to Mail this Correspondence?

recent items

v The WFMS mails the outbound correspondence packet, creates tasks for any pending response(s)
based on due date(s) and displays the Correspondence page with the newly created
correspondence packet listed under the Mailing Correspondence List cluster.

v To print the correspondence packet locally, refer to Section 3.11.4.6, Print Correspondence.

31.

Update case notesin ICES regarding the correspondence.
Note: If an ICES caseis ot yet created, case notes should be entered in the WFMS.




3.11.4.4 Add Addressee

The Add Addressee function should be used when sending an exact duplicate of the entire correspondence packet to
an Authorized Representative or to athird party. If an ICES case exists, Authorized Representatives are updated in
the WFM S based on information contained in the ICES case. If an ICES case is not yet created, the Authorized
Representatives are determined based on information contained in the WFMSS case.

Step Add Addressee

1. | From the Create Correspondence Details page, click Add Addressee.

Heip J
Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
{ recent ite = 46202
Correspondence Details
Member Name: MEG GRIFFIN Mail Date: 10/23/2007

Correspondence Name: ::gﬁ;”a%}:‘;e_iﬁ;j;::gssfm Due Date: 11/23/2007
Status: Scheduled
Action Addressee Addressee Type Address

((Add Additional Correspondence |

Additional Correspondence

Action Correspondence Name
Attach Document
Document Attachment

Action Document Name Document Type

[ Preview | Save ][ Cancel |

The WFMS displays the Add Addressee page.

2. | Using the drop down box, select the Addressee Type (Participant, Authorized Representative, or
Third Party).

N o}
B
(o

navigation " Add Addresse Help |

CorrespondenceDetails - Addressee

Addressee Type: |Participant

recent items | If Address Type is Participant, select the Member Name

Addressee Name:

If Address Type is Third Party or Authorized Representative

Addressee Name: |

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: |

Address Line 2: I
city: |

e

Zip: |




Step

Add Addressee

Using the drop down box, select the Addressee Name.
Note: Thisfield isonly required if Participant is selected as Addressee Type.

= Add Addresse Help |
CorrespondenceDetails - Addressee

Addressee Type: | Participant El

]

If Address Type is Participant, select the Member Name

Addressee Name:

If Address Type is Third Party or Authorized Representative

Addressee Name: |

Enter Address Details for Third Party or Authorized Rep ative. Infor ion is opti I for Participant

Address Line 1: I

Address Line 2: I

City: |
e

Zip: |

If Third Party or Authorized Representative is selected as the Addressee Type, enter the Addressee
Name (e.g. McDonads, Wal-Mart, Fifth Third Bank, etc).

FOA RS i i { " . . o
A -

Add Addresse Help

CorrespondenceDetails - Addressee

Addressee Type: ‘Authonzed Representative El

If Address Type is Participant, select the Member Name

Addesssatanes|| [

If Address Type is Third Party or Authorized Representative

b

( Addressee Name: ‘

Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant

Address Line 1: |

Address Line 2: I
City: I

s
Zip: |




Step Add Addressee
5. | Enter Address Details for the Third Party or Authorized Representative. If an address has been
changed in ICES but has not yet been updated in the WFMS case, enter the applicant/Client’s new
address hereif WFM S mailing address does not agree with the current mailing addressin ICES, use
this screen to enter current mailing address .
Note: Updating addresses on this screen does not update the address information in the WFMS or
ICES. If an ICES case exists, update the appropriate | CES screen with the correct information. If an
ICES case does not yet exist, update the appropriate WFM S screen.
7N soear 6‘ & & 0 8
navigation | Add Addresse i_ég‘?h‘
Addressee Type: ‘Author\zed Representative El
recent items -"':' If Address Type is Participant, select the Member Name
Addressee Name: -
If Address Type is Third Party or Authorized Representative
Addressee Name: ‘
nter Address Details for Third Party or Authorized Representative. Information is optional for Participant b
Address Line 1: |
Address Line 2: |
city: |
state
Zip: |
Submit Cancel
6. | Onceall addressee details have been entered, click Submit.
@, &Y o
Add Addresse W
Addressee Type: ‘Authonzed Representative M
recent items | If Address Type is Participant, select the Member Name
Addressee Name: .
If Address Type is Third Party or Authorized Representative
Addressee Name: \
Enter Address Details for Third Party or Authorized Representative. Information is optional for Participant
Address Line 1: |
Address Line 2: |
city: |
ot
Zip: |
The WFMS displays the Create Correspondence Details page with the newly added addressee listed
under the Addressee Details cluster. Repeat Steps 1-6 as necessary to add additional addressees.
7. | Continue creating the correspondence at Step 24 of Section 3.11.4.3, Create Correspondencein the

WFMS.




3.11.4.5 Attach Document

The Attach Document function should be used when adocument indexed to an application, case or Client isto be
included in the outbound correspondence. Certain forms/notices require arelease of information form to be
included in the outbound correspondence packet. Be sure to attach any necessary release of information formsin
accordance with policy.

Step Attach Document

1. | From the Create Correspondence Details page, click Attach Document.
- F

Create Correspondence Details: Pending Verifications for Applicants-Recipients Help

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
46202
|
Member Name: MEG GRIFFIN Mail Date: 10/23/2007

Pending Verifications for 11/23/2007

Correspondence Name: Applicants-Recipients Due Date:
Status: Scheduled
Add Addressee
Addressee Details
Action Addressee Addressee Type Address
Edit|Delete  Lane Griffin Authorized Representative 100 N Illinois St , Indianapolis, IN 46201

((Add Additional Correspondence |

Additional Correspondence

Action Correspondence Name

Attach Document

Document Attachment

Document Name Document Type

((Preview ][ Save |[ Cancel |

The WFMS displays the Attach Document page.

2. | Identify the document to be included in the outbound correspondence packet by using the drop down
box. Select the Document Type. Enter the Document Name.

= § Attach Document Help

Select Document

Document Type: |Eligibility Support Documents o]

| recent Document Name: icamﬁcate of Indiana Immunizations| i

[ Search | [ Reset | [ Cancel |

Action Document Type Document Name Client Receipt Date  Status
Select Eligibility Support Documents Certificate of Indiana Immunizations CHRIS GRIFFIN 10/5/2007 Received




Step

Attach Document

Click Search.
The WFMS searches the documents indexed to the application or case. The results of the search
(based on criteria entered) populate under the Documents cluster.

=| Attach Document Help

Select Document

Document Type: | Eligibility Support Documents M

8 I - . N 1
| recent items Document Name: |Certificate of Indiana Immunizations| |

[ Search | [ Reset | [ Cancel |

Action Document Type Document Name Client Receipt Date  Status
Select Eligibility Support Documents Certificate of Indiana Immunizations CHRIS GRIFFIN 10/5/2007 Received

Click Select to designate the document to be attached.

Attach Document Help

Select Document

Document Type: | Eligibility Support Documents ILI

| recent items Document Name: il’.‘emﬁcate of Indiana Immunizations| |

[ search ] [ Reset | [ cCancel |

Documents

Action Document Type Document Name Client Receipt Date Status
Eligibility Support Documents Certificate of Indiana Immunizations CHRIS GRIFFIN 10/5/2007 Received

The WFMS includes an image of the document selected in the correspondence packet and displays
the Create Correspondence Details page with the attached document listed under the Document
Attachment cluster. Repeat Steps 1-4 as necessary to attach additional documents.

Continue creating the correspondence at Step 28 of Section 3.11.4.3, Create Correspondence in the
WFMS.




3.11.4.6 Print Correspondence
This step links from Step 30 of Section 3.11.4.3, Create Correspondence in the WFMS.

All correspondence is mailed by default. If the correspondence packet is printed locally and the status is updated to
“Printed,” the correspondence packet is not mailed. This featureis only used in the Help Center.

Step Print Correspondence

1. | From the Correspondence Page, click View PDF next to the correspondence packet to be printed.

Correspondence: LOIS GRIFFIN - 3000337737 Help

Mailing Correspondence List

'O Members Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
O Addresses View PDF |[Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

O Phone Numbers FTE d List
CES Correspondence Lis
'O Pending Verification
hecklist

Addressee Correspondence Name Mail Date Due Date AG

'O Data Collection
Checklist

'O Second Party Review
Checklist

'O Change Checklist

The WFMS displays a File Download box.
2. | Click Save.

-
(O

| Correspondence: LOIS GRIFFIN - 3000337737
Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
2 s View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled
O Pending Verification ICES Correspondence List
Checklist Addresses Correspondence Name Mail Date Due Date AG
E = 10/23/2007 11/23/2007

O Data Collection LOIS GRIFFIN Pending Yasiemtiometem s o
Checklist File Do - Security Warning

O Second Party Review
o lliar o

oa“m e Do you want to open or save this file?
O solicited Documents 3 Name: FileDowrload

SRR _ Type: Adobe POF Reader, 145 KB
EREOEES From: s990atap0L.iem.local
O Notes
O Asset/Trust Review [
O Benefit Recovery
O Tasks

! ¢ — |
Open | [ Save || Cancel |
| -— ]

While files from the Intemet can be useful, this file type can
potentially ham your computer.  you do not trust the source, do not
open or save this software. \What s the nsk 7

| recent items

he WFMS displays a Save As box.




Step

Print Correspondence

Choose alocation to save the file to the local computer. Enter afile nameif desired. Click Save.

= 0 paz
¥y !
- A
Correspondence: LOIS GRIFFIN - 3000337737
Mailing Correspondence List
Action Addressee  Correspondence Name Mail Date  Due Date  Status  Remailed Date AG
View PDFE|Mail|[Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled
O Phone Numbers = = :
O Pending Verification ICES Correspondence List :
Checklist Addressee Correspondence Name il Date Due Date AG

O Data Collection
Checklist -

O Second Party Review | File Dawnload
Checklist

O Change Checklist

O Solicited Documents

Reqguests
O Correspondence
O Notes
O Asset/Trust Review 5 =
Sa Deskd . F e -
O Benefit Recovery vein: | (G} Desidop Q&L
O Tasks - (3 My Documents
@ a My Computer
My Regent | %2My Network Places
Documerts
recent items @;ﬂ
e
=
My Documents.
My Computer
File name: | Lois Grfin 2032 =
My Network ~ Saveastyps: | Adobe Acrobat Document Cancel

The WFMS saves the PDF file to the designated |ocation.




Print Correspondence

4. | Open the PDF file. Click File, Print to print the correspondence packet to the local printer.

(= Lois Griffin 2032.pdf - Adobe Reader mEx]
Fie |Edt View Document Tools Window Hep *
[ Cpen... culto f@l ®® lm!. o w [ Find ke

Create Adobe PDE Online. .. r— ]
L Start Meeting...
Save a Copy... Shift+Ctrl+5
Save as Text... | |
= (O
Attach to Email...
Close Cirl+w
Properties... cirl4D L
Digital Editions
Print Setup... Shift+Cirl+P -IN
1C:\... \Lois Griffin 2032.pdf \J 46202
2C:\,.. \FileDownload. pdf
3 C:\... Florida NECP.pdf
4C:\,.. \Indiana Eligibili., .anual 02-14-07.pdf
5C:\...\1300 - Application Registration.pdf
Exit cl+Q
5. | All correspondence is mailed by default, therefore it is necessary to update the status to “ Printed”

which will stop the correspondence packet from being mailed. From the Correspondence page, click
Edit.

f| Correspondence: LOIS GRIFFIN - 3000337737 Help
Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF [Maf[Edit) LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

ICES Correspondence List

Addressee Correspondence Name Mail Date Due Date AG

Trust Review

The WFMS displays the Modify Correspondence Details page.




Print Correspondence

Mark the box Printed at help center and hand delivered.

navigation

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
recent items 46202
Addressee Addressee Type Address

Correspondence Details
Communication Names | ©2nding Verifications for wmail Date: [10/23/2007

Applicants-Recipients

Status: Scheduled Due Date: [11/23/2007 |
Printed at help center and hand []
delivered:

[ Delete ) save |[ cCancel ]

Click Save.

1al
inis tration

navigation

Primary Addressee Details
LOIS GRIFFIN Participant 403 EVENING DR ,

Addresses: Addressee Type: Address: INDIANAPOLIS, IN
recent items 46202

Addressee Details
Addressee Addressee Type Address

Correspondence Details

Com ey Pl Pending Verifications for Mail Date: ||1n/23_,f2m)7 fj

Applicants-Recipients

Status; Scheduled Due Date: [11/23/2007 |
Printed at help center and hand []
delivered:

| —
[ Delete | save || Cancel |
—

The WFMS displays the Correspondence page with the status updated to “Printed.”

Correspondence: LOIS GRIFFIN - 3000337737

Mailing Correspondence List
Action Addressee Corr ence Name Mail Date Due Date
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007

ICES Correspondence List

O Pending Verification -
Checklist Addressee Correspondence Name Mail Date Due Date AG

O Data Collection
Checklist

(o} Secn‘nd'l'arlv Review
Checklist

O Change Checklist

O Solicited Documents
" Reguests

© Correspondence

O Notes




3.11.4.7 View Correspondence History in the WFM S

The Correspondence page in the WFM S displays a compl ete history of all correspondence generated from the
WFMS. If more than one form/notice is included in the outbound correspondence packet, not all forms/notices
included are listed asindividual lineitems. Instead, only the first form/notice selected during the Create
Correspondence processislisted as the Correspondence Name for the entire packet. Therefore it may be necessary
to view the correspondence packet to determine if additional forms/natices are included.

Notices generated from ICES are shown with limited line item detail on the Correspondence page in the WFMS.
Notice text isavailable only in ICES for notices generated from ICES.

Step View Correspondence History in the WFM S
1. | Fromthe Application or Case Home page, click Correspondence from the left Navigation bar.

Correspondence: LOIS GRIFFIN - 3000337737 | !-Eeé;,- ]
Mailing Correspondence List
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG

View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed

ICES Correspondence List

Addressee Correspondence Name Mail Date Due Date AG

The WFMS displays the Correspondence page.

2. | From the Correspondence Page, click View PDF next to the correspondence packet to be viewed. If
the form/notice has been sent from ICES, refer to Section 3.11.4.10, Re-mail Correspondencein
ICES.

amily and Social
cs Admin

&

Correspondence: LOIS GRIFFIN - 3000337737

Mailing Correspondence List

Action Addressee Correspondence Name Mazil Date Due Date Status Remailed Date AG
View PDF |[Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

ICES Correspondence List

Addressee Correspondence Name Mail Date Due Date AG

The WFMS displays a File Download box.




View Correspondence History in the WFM S

Click Save.
el e O

Correspondence: LOIS GRIFFIN - 2000337737
Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled
O Phone Numbers

O Pending Verification ICES Correspondence List
Checklist

| Addressee Correspondence Name Mail Date Due Date AG
O Data Collection LOIS GRIFFIN Pending = 10/23/2007 11/23/2007
Checklist

O Second Party Review
Checklist

O Change Checklist

O Solicited Documents = Name: FieDowrload
s E’ Type: Adobe POF Reader, 145 KB

g ﬁ:::snnnﬂentﬂ From: s990atap01i.iem.local

: )

O Asset/Trust Review

O Benefit Recovery m

O Tasks

Do you want to open or save this file?

While files from the Intemet can be useful, this file type can
potertially ham your computer. I you do not trust the source, do not
open or save this software. \What s the nsk 7

recent items

The WFMS displays a Save As box.

Choose alocation to save the file to the local computer. Enter afile name if desired. Click Save.

R ——————————————————————————

Administration

| Correspondence: LOIS GRIFFIN - 3000337737

Mailing Correspondence List

Action ‘e5568 Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail|[Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

0O Phone Numbers

O Pending Verification ICES Correspondence List
Checklist

Addressee Carres e Na Mail Date Due Date AG
O Data Collection
Checklist

|'Fite Download

O Second Party Review
Checklist

O Change Checklist @
O Sclicited Documents
Requests .
O Correspondence @=
O Notes Save As x|
O Asset/Trust Review - =
Savein: | (B} Deskt . .
O Benefit Recovery vein: | (B Deston x & &
O Tasks =2 )My Documents
@ 4 My Computer
My Recent QM\« Network Places
Documerts
recent items 24
(B
I
My Documents.
My Computer
Flle name: [ Lois Grffin 2032 ([ |
My Network | Saveastype: | Adobe Acrobat Document [¥] | Cancel ||

The WFMS saves the PDF file to the designated location.

Open the PDF file to view the entire correspondence packet.




Step

View Correspondence History in the WFM S

o Tore-mail acopy of the correspondence, refer to Section 3.11.4.10, Re-mail Correspondencein
the WFMS.

e To delete the correspondence, refer to Section 3.11.4.9, Delete Correspondence.

3.11.4.8 Edit Correspondence in the WFMS

Correspondence with a status of “Mailed” or “Printed” may not be modified; only correspondence with a status of
“Scheduled” may be modified.

Step

Edit Correspondencein the WFM S

1. | Fromthe Application or Case Home page, click Correspondence from the left Navigation bar.
|| Correspondence: LOIS GRIFFIN - 3000337737 (Help |
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed
Addresses Correspondence Name Mail Date Due Date AG
The WFMS displays the Correspondence page.
2. | Click Edit next to the form/notice to be modified. Only correspondence with a status of “ Scheduled”

can be modified.

Correspondence: LOIS GRIFFIN - 3000337737
Mailing Correspondence List

Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF [Maf[Edit) LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

ICES Correspondence List

Addressee Correspondence Name Mail Date Due Date AG




Edit Correspondencein the WFM S

Edit all fields as necessary.

navigation

recent items

| Modify Correspondence Details: Pending Verifications for Applicants-Recipients Help

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
46202
Addressee Details
Addressee Addressee Type Address

Correspondence Details
Communication Name: Pending Verifications for Mail Date: |10/23/2007

Applicants-Recipients

Status: Mailed Due Date: |11/23/2007

Printed at help center and hand [
delivered:

(_Delete ) save ][ Ccancel |

Once al modifications have been made, click Save.

navigation

recent items

Modify Correspondence Details: Pending Verifications for Applicants-Recipients Help |

Primary Addressee Details
LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address:  INDIANAPOLIS, IN
46202
Addressee Details
Addressee Addressee Type Address

Correspondence Details
Communication Name: Eending Venkcahone for Mail Date: |10/23/2007

Applicants-Recipients

Status: Mailed Due Date: |11/23/2007

Printed at help center and hand ]
delivered:

(_Delete | [ save ]| cancel |
|, S—

The WFMS displays the Correspondence page.




3.11.4.09 Delete Correspondence in the WFM S

Correspondence with a status of “Mailed” or “Printed” may not be deleted; only correspondence with a status of
“Scheduled” may be deleted.

Step

Delete Correspondencein the WFM S

1. | Fromthe Application or Case Home page, click Correspondence from the left Navigation bar.
‘-.s -} al )
4 dministration
| correspondence: LOTS GRIFFIN - 3000337737 [Help |
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed
Addressee Correspondence Name Mail Date Due Date AG
O Second Party Review
Checklist
O change Checklist
O Solicited Documents
Requests
O Notes
The WFMS displays the Correspondence page.
2. | Click Edit next to the correspondence to be deleted. Only correspondence with a status of

“Scheduled” may be deleted.

-
) :

Correspondence: LOIS GRIFFIN - 3000337737
Mailing Correspondence List

O Members Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
O Addresses View PDF [Maf[Edit) LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Scheduled

e
O-Pﬂ_ % ver:- tion orrespondence Lis
Checklist

Addressee Correspondence Name Mail Date Due Date AG

O Data Collection
Checklist

O Second Party Review
Checklist

O Change Checklist

O Solicited Documents
Reguests

O Correspondence

Q Notes

O Asset/Trust Review

The WFMS displays the Modify Correspondence Details page.




Step

Delete Correspondencein the WFM S

Review the correspondence details to confirm this correspondence isto be deleted. To view the entire
correspondence packet, refer to Section 3.11.4.7, View Correspondence in the WFMS.

Maodify Correspondence Details: Pending Verifications for Applicants-Recipients Help |

Family and ial i

Primary Addressee Details
LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
46202
Addressee Details
Addressee Addressee Type Address

Correspondence Details
Communication Name: Fending Venkeatooa for Mail Date; |10/23/2007

Applicants-Recipients

tatus: Mailed Due Date: |11/23/2007 &

Printed at help center and hand []
delivered:

(_Delete ][ Save ][ cancel |

Click Delete.

Maodify Correspondence Details: Pending Verifications for Applicants-Recipients Help |

Primary Addressee Details

LOIS GRIFFIN Participant 403 EVENING DR ,
Addressee: Addressee Type: Address: INDIANAPOLIS, IN
recent item: 46202
Addressee Details
Addressee Addressee Type Address

Correspondence Details

Communication Namo: Pending Verifications for Mail Date: | 10/23/2007

Applicants-Recipients

tatus: Mailed Due Date: |11/23/2007 &

Printed at help center and hand []
delivered:

(_petete || save ][ cancel |

The WFMS displays the Delete Correspondence Confirmation page.

Click Yes.

Delete Correspondence Pending Verifications for Applicants-Recipients

Are you sure you want to Delete this Correspondence?

recent items

The WFMS cancel's the scheduled mailing of the correspondence; no record is retained in the
application/case history. The WFM S displays the Correspondence page.




3.11.4.10 Re-mail Correspondence inthe WFM S

Aninternal user isableto re-mail a copy of a notice previously sent from the WFMS if a Client, authorized
representative, or third party requests a copy.

Step Re-mail Correspondencein the WFM S
1. | Fromthe Application or Case Home page, click Correspondence from the left Navigation bar.
: | Correspondence: LOIS GRIFFIN - 3000337737 Teh]
"
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PDF|Mail|Edit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed
Addressee Correspondence Name Mail Date Due Date AG
1O C )
— .
The WFMS displays the Correspondence page.

2. | Identify the correspondence to be re-mailed. All correspondence is listed under the first form/notice
created. Therefore, it may be necessary to view the correspondence packet by clicking View. Refer to
Section 3.11.4.7, View Correspondence History in the WFMS.

3. | Tore-mail acopy of the correspondence packet, click Mail from the Correspondence page.

|| Correspondence: LOIS GRIFFIN - 3000337737 W]
Action Addressee Correspondence Name Mail Date Due Date Status Remailed Date AG
View PD' dit LOIS GRIFFIN Pending Verifications for Applicants-Recipients 10/23/2007 11/23/2007 Printed
Addresses Correspondence Name Mail Date Due Date AG
The WFMS displays the Mail Correspondence confirmation page.
4. | Click Yes.




Step

Re-mail Correspondencein the WFM S

Mail Correspondence Pending Verifications for Applicants-Recipients Help

Are you sure you want to Mail this Correspondence?

The WFMS re-mails a copy of the correspondence and displays the Correspondence page with the
Re-mailed date field popul ated.




3.11.4.11 Create Correspondence from the File Server
In most instances, forms on the file server are used for outbound correspondence. Certain forms, such asthe
Identity Affidavit for Children Under 16 formis created as an attachment to the case. This section describes the
steps for creating correspondence from the shared drive on the File Server. Section 3.11.4.12 describes the steps for
creating an attachment such as the Identity Affidavit for Children Under 16 form.

Step Create Correspondence from the File Server
1. | Fromthe Application or Case Home page, click Correspondence from the left Navigation bar.

i O Correspondence

The WFMS displays the Correspondence page.
2. | Click Create.

Mail Date Due Date

O Phone Numbers
O Pending Verification

O i)ala:Cpﬂedinn-
Checkis

O Se::;nd Party Review
Checklist

O Change Checklist
O Solicited Documents
Reguests

© Correspondence
O Notes

The WFMS displays the Select Correspondence page.




Create Correspondence from the File Server

Select All or the applicable Assistance Group.

FSSA - WEMS Select Correspondence Typ icrosoft Internet Explorern

File Edit Yiew Favorites Tools Help #

0 m
- - I -

@Bad" @ @ @ \/h /:)SMC“ g Favortes @ ﬁ b d D ﬁ -'ﬂ

Address @https '5290lpap02.iem.localHCSSApplication e ICorrespondence_selectCorrespondence Typeaction, do hd —) G0 Links * % -

2 o
CRAT o
navigation Select Correspondence Type Help |

Program Selection
Assistance Group:

Select the correspondence type {Number of Items: 42)

Action Document 1D MName

Select|Wiew Auth Rep Authorized Representative Form

Select|View Aux Ben Auxiliary Benefits Notice

Select|¥iew Blank Blank Template

Select|¥iew Cert Assign Client Certification 8 assignment —

Select|View DFR CCDF DFR CCDF Referral

Select|¥iew Diag Cert Diagnosis Certification Form

Select|Yiew FI 0007 Notice Of Interview/appointment

Select|Yiew FI 0009 Notice Regarding Rights and Responsibilities

Select|V¥iew FI 0014 Authorization for Release of Financial Information

Select|¥iew FI 0022 Shelter Collateral Request

Select|¥iew FI 0042 Motice of Missed Interview

Select|¥iew FI D065 Request for Earnings Information

Select|¥iew FI 0619C Motice and Certificate of Action- TANF

Select|View FI 0619M Motice and Certificate of Action Medical Assistance

Select|View FI 0775 Life Insurance Verification

Select|Yiew FI 2030 Application For Hoosier Healthwise

Select|View FI 20305 Hoosier Healthwise Para Minos ¥ Mujeres

Salect IVisw  FT 2039 Pandinn Marificatinne for dnnlicants Recinients &
@ S @ nternet

Click Search.

The forms/noti ces associated with the chosen assistance group are displayed under the Select the
Correspondence Type cluster. The correspondence list can be sorted in aphabetical order by clicking
Name at the top of the column. The list can also be sorted in order of form numbers by clicking
Document ID.

Select Correspondence Type Help |

Program Selection

Assistance Group:

Select the correspondence type (Number of Items: 24)

Action Document ID Name

Select|View Auth Rep Authorized Representative Form
Select|view Blank Blank Template

Select|View Cert Assign Client Certification & Assignment
Select|View DFR CCDF DFR CCDF Referral

Select|Vview FI 0007 Notice Of Interview/Appointment
Select|View FI 0009 Notice Regarding Rights and Responsibilities
Select|View FI 0014 Authorization for Release of Financial Information
Select|View FI 0022 Shelter Collateral Request

Select|View FI 0042 Notice of Missed Interview

Select|View FI 0065 Regquest for Earnings Information




Step

Create Correspondence from the File Server

5. | Click Select next to Blank Template (if the form you are sending is not displayed on the list.).
Action Document ID Name
Select|View Auth Rep Authorized Representative Form
Blank Blank Template
Select|Wiew Cert Assign Client Certification & Assignment
Select|View DFR CCDF DFR CCDF Referral
Select|View FI 0007 Notice Of Interview/Appointment
Select|View FI 0009 Notice Regarding Rights and Responsibilities
Select|View FI 0014 Authorization for Release of Financial Information
6.

A form appears; it may contain text that will be replaced when the following steps are completed.
The following message may also be displayed. If so, click OK.

I"I-:"Ie.suse make any modifications
required to this document. When
you are finished, close down this
docurment and you will be returned o
CLuram




Create Correspondence from the File Server

To access the shared drive from the file server, click Start, click My Computer, and click on State
Forms.

¥ My Computer

File Edit ‘Wiew Favorites Tools  Help

Kup:’ Back \J:I |E )T.] Search Hf Faolders v

Address | Q Py Computer

Hard Disk Drives
System Tasks

Wigw system information @ OSDisk (C1)

:zj Add or remove programs

[F Change a setting
Devices with Removable Storage

Other Places

W My Metwork Places
E‘l My Documents
@- Cankral Panel

b &7 state Forms an
'2990npFp01.ces.iem. local (Fi)

i

Details

My Computer
System Folder




Step Create Correspondence from the File Server
8. | (If the forms are not displayed as shown below, click View and click List.)
Select the form from the list.
=T state forms on 's990npfp01.ces.iem. local’ (F:) |:||§|[z|
File Edit Yew Favarites Tools Help F ,'
@ Back - \_) lﬁ /._\1 Search i Foldets -
ddress |2 v| B so
Help Center
File and Folder Tasks | 15ervice Center
) : - RECORD OF FINAMCIAL ELIGIBILITY BUDGET FOR TEMPORARY ASSISTANCE FOR MEEDY FAMILIES (TAMNF)
{J Make a new Folder - NOTICE OF RIGHT TO CLAIM GOOD CAUSE v1.1.doc
& Publish this Falder to the - MEDICAL ASSIGNMENT GO0 CAUSE MOTICE v1.1.doc
Wl - REPORT OM PROPERTY FOR SALE OR REMT wi1.1.doc
- NOTICE T PROVIDER OF RECIPIEMT DEDIJCTIBLE +1.1.doc
Other Places - NOTICE T MEDICAID APPLICANTS-RECIPIENTS CONCERMIMG MEDICAL ASSIGNMENT REQUIREMERNT 1.1,
- SUBSTITUTE FORM TaxPAYER IDEMTIFICATION MUMBER REQUEST doc
':; My Camputer - CASE RECOMMEMNDATION FOR EXEMPTION FROM COOPERATION IN CHILD SUPPCORT AMD-OR MEDICAL SUR
D Iy Dacurnents - STATEMENT OF MEDICAL COMDITION FOR THE FOOD STAMP AND TEMPORARY ASSISTAMCE FOR MEEDY FA
g Py Metwork Places - A35ISTANCE TO RESIDEMTS IN COUNTY HOMES, doc
- REQUEST FOR INFORMATION INDIANG DEPARTMEMT OF REYEMUE v1.1.doc
- APPLICATION AND CLAIM FOR FUNDS TO DEFRAY BURIAL COSTS.doc
Details - APPLICATION FOR, THE RESIDEMTIAL CARE ASSISTAMCE PROGRAM.doc
- CHILD SUPPORT INTEROFFICE NOTIFICATION, doc
- AGREEN Type: Microsoft Wiord Document OR REMNT AMD REPAYMEMT AGREEMEMNT +1,1.doc
- sppof Size: 139.K.B T +1.1.doc
- AFFIDA Dake Modified: &/30/2007 3:09 PM b MP BENEFITS vl 1. doc
- RECORD OF COURT QRDERED SUPPORT . doc
- REQUEST FOR ADMIMISTRATIVE DISQUALIFICATION HEARING v1.1.doc
- REQUEST FOR STUDENT INCOME ARD EXPEMSES w1.1.doc
- REQUEST FOR INFORMATION-PROCFE w1.1.doc
- AVISO DE INCUMPLIMIENTO COMN LOS REQUISITOS DE IMPACT, doc
- DECLARACION JURADA PARA EL REEMPLAZO DE LOS BEMEFICIOS DE CUPORNES PARA ALIMEMTOS v1,1,doc
- AYIS0 DE ACCION (MOTICE OF ACTION) v1.1.doc
- REPORT OF SELF-EMPLOYMENT wi.1.doc
>
9. | Clickto select the form you need to send (or attach to the case).
The form displays as Read Only and cannot be updated until saved to your computer or copied and
pasted into the blank template (you will know if you get a message.).
Save the form to the hard drive of your computer. The form name should be no longer than 35
characters and contain the client nameto assist in pulling the correct file. For example, Report on
Property for Sale or Rent for client name John Doe could be saved as Report on Property-John Doe.
10. | Enter information in the appropriate sections of the form.
Click File, then click Save to save the completed form to a folder under My Documents on the hard
drive of your computer; use the Case name in the file name so that the saved file is easier to locate.
11. | Whiletheformisopen, click Edit.
12. | Click Select All. All of the text in the form should be highlighted.
13. | Right click and select Copy.
14. | Go to the blank template that has been opened and minimized at the bottom of your screen.
15. | Highlight all of the text in the blank template. Right click and select Paste. The information from the

form is now pasted into the blank template form.




Step

Create Correspondence from the File Server

16.

Close the blank form by clicking the X in the upper right corner or clicking File, then Close. The
follow screen appears.

2 FSSA - WFMS Create respondence Details: Blank Template - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help #

Qe - () @ @ (;j pSearEh *Favuntes &) @. a:_, Mm-S

~ & : &)
£y 3 x' O5 H
ra— ,,. i
navigation Create Correspondence Details: Blank Template @
Action Addressee Addressee Type Address
Edit|Delete  BREMDA TOMPKINS Participant 5083 S STATE STREET , KOKOMO, IN 46901
Member Hame: A Tl Siks Mail Date: =
Communication Mame: Blank Template Due Date: I:I
Status: Scheduled
[(Add Additional Correspondence |
Action Correspondence Mame
Action Document Marme Document Type
((Preview ) [ Save ][ Cancel |
™|

@ é . Internet

17.

Continue creating the correspondence at Step 7 of Section 3.11.4.3, Create Correspondencein the
WFEMS.




3.11.4.12 Creating an Attachment from the File Server

Certain forms, such as the SEC Interview Guide is accessed from the shared drive on the File Server. Instead of
creating these forms as correspondence, the user creates them as attachments to the case in Documents and then
creates tasks for other internal usersto process, if necessary..

Step Create an Attachment from the File Server

1. When aform such asthe Interactive SEC Interview Guide is needed, access the shared drive from
thefile server, click Start, click My Computer, and click on State Forms.

¥ My Computer

File Edit ‘Wiew Favorites Tools  Help

»._.)1'] Back J |E ";__H Search “__ Falders v

Address | Q Py Computer

Hard Disk Drives
System Tasks

Wigw system information @ CSDisk (1)

:;j Add or remove programs

[F Change a setting

Devices with Removable Storage

Other Places

W My Metwork Places
_f_nrj My Documents
@- Cankral Panel

) state Forms on
'2990npFp01.ces.iem. local (Fi)

i

Details

My Computer
System Folder




Step

Create an Attachment from the File Server

(If the forms are not displayed as shown below, click View and click List.)

Select the form from the list. To see additional forms listed, use the down arrow on your keyboard.
Interactive SEC Interview Guideislisted near the bottom of thelist.

& 125 Forms/state forms on 's990npfp01.cesiem.local’ {F) -10] >
File Edit ‘iew Favorites Tools  Help | ;j,'.'
Back billl > & T‘ P ! Search Folders v

Address IJ 175 Formsfskate Forms on 's990npFp01.ces.iem.local {F)

EDE

Folder Tasks

(B Extract all files

Other Places

() 125 Forms
D My Documents
\._.g My Mebwark Places

Details

»»

<

51962 - RETIRO YOLUMTARIC
@52088 - INFORME DE INGRESOS POR. AUTO-EMPLEG
52406 - SOLICITUD DE INFORMACION SOBRE INGRESOS
52?94 - AYISO DE REQUISITO PARA SUMINISTRAR DOCUMEMTACION DE CILDADAMNIA
53152 - REQUISITOS PARA EL INFORME DE CAMBLIO
@CITIZENSHIP AFFIDAYVIT OF OR FOR THE APPLICANT RECIPIENT
CITIZENSHIP AFFIDAVIT
@COOPERATION MOTICE
DECLF\RACION JURADA DE IDENTIDRD PARA LOS MIMCS BAJO DE 16 AMOS DE EDAD
@HHW Redetermination Form Mail-In Interview
HHW Redetermination Form Telephone Interview
Hoosier Healthwise For Children Flyer
Hoosier Healthwise Para Minos Flyer
E'IIDENTITV AFFIDAYIT FOR CHILDREN UNDER AGE 16

INTERF\CTI\:‘E SEC INTERVIE'W GUIDE]
Mo_programs_selected_Form
Pc-Iiu:v_Interpretati-:n_Request_c-r_Reponse_S.6
@REPORT CF CASUALTY ACCIDEMT CASE
SPEND—DOWN WORKSHEET
|5take Form Template Management
Unsigned_app_Forml




Create an Attachment from the File Server

Double Click to select the form you need to attach to the case.
The form displays as Read Only and cannot be updated until saved to your computer.

Save the form to the hard drive of your computer. The form name should be no longer than 35
characters and contain the client nameto assist in pulling the correct file. For example, Policy
Request Form for client name Brenda Tomkins could be saved as Policy Request Form-Brenda

Tomkins as shown below.

Save i |D My Documents V| @ - 3| Q F [ 2 v Tools -

) ﬁMy Music
@ uﬂMy Pictures

My Recent ., pecent Documents
DUt s — = Tarers
[} ~4970 - REQUEST FOR INFORMATION INDIAMA DEPARTMENT OF REYENUE Brenda Tomkins . doc

@ W ~oflicy Request-Brenda Tomkins Case.doc
@349?0 - REQUEST FOR IMFORMATION INDIANA DEPARTMEMT OF REYEMUE Erenda Tomkins, doc

@349?0 - REQUEST FOR INFORMATION INDIAMA DEPARTMENT COF REVEMUE w1.1.dac

; W policy Request-Brenda Tomkins Case.doc
’,) @F'l:I|il:";.-'_II'|tEr|:IrEtatiDI‘I_REE]LIESt_DI’_REpDI‘ISE_S.E\-tESt.dDE
Iy Documents @F'l:l|il:‘:.-'_II'|tEr|:IrEtatil:II'|_REE]LIESt_Dr_REpDI'ISE_CaSE Mame Here,doc

IE_ﬂLInsi|;|neu:l_aq:q:u_Fu:urm1 doc
9

My Computer

_‘;l File narne: | alicy Request-Brenda Tomkins Case,dod b | [ Save l
My Metwiork, —

Flaces Save as bype: |w.;.r.;| Docurment (*,doc) w | Cancel

Deskiop

Enter information in the appropriate sections of the form.

Click File, then click Save to save the completed form to the hard drive of your computer, using the
Case name so that the document you want to attach is easier to find.




Create an Attachment from the File Server

From Case Home in WFMS, click Documents in the Left Navigation bar.

554 - WFMS Documents: MOM CASETWOO - 2000085096 - Microsoft Internet Explorer provided by FS54 - State of Indiana ;lﬁ'lé‘l
File Edit “ew Favorites Tools  Help | J”
< [ [ y [ =)= ; - A e g
e Back - O - @ @ i:j ‘ )_) Search N Favorites @ | 8 i =] % % 'ﬁ

Address I?ﬂ https

e LISIEMStandardCaseDncument_\istIndExEancumentsPage.dn?caseID=QDDI5533??&_53rpu=EMStandard_hnmej L

Documents: MOM CASETWOO - 2000085098 Help |

[Search Non-Indexed Documents | [ Attach Document | [ Delink & Search Case | [Delink & Search Person | [ Delink |

To Wiew additional document detail or Edit the document detail, click on the View or Edit link.

To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
{es); then select the Delink & Search Case or Delink & Search Person button,

To Delink the documents only, select Delink.

Mote: To select All documents in this list, check the top box {next to Action).

™ Action Document Type P Client Beceipt Date Status Eelated Case
Name 1
4 . Bay HIPPY
| Wiew | Edit Income Sitemaht CASETWOD 12/3/2007 Accepted 9000029460 |
: Unknown o]
O Wiew | Edit Becimerte Unknown CASETWOO 12/3/2007 Accepted 9000029460
Unknown o]
| Yiew | Edit i Unknown CASETWOO 12/3/2007 Accepted 9000029460
Photo
identification MOM
O Wiew | Edit Vital Statistics ot_herlthan CASETWOO 12/3/2007 Accepted Q000029460
driver's
recent items license
: HIP Client
HIP Client e T MO
| Wiew | Edit hetiea Repart a CASETWOO 12/4/2007 Accepted 9000029460
Change e
HTP Prwatr liE O ﬂ
& U B e

=]

sttartl | ‘Work Instructions ”@ FS5A - WFMS Docume... @ ‘Work Instructions - Com, .. | )

2 G [V =) @ TioaPM

Click Attach Document. The Create Attachment pageis displayed.

Create Attachment:

Select file to attach
FFile: | Brawse... |

*Document Type: Fpocurment Nare:

[ Save ][ Save & New ][ Cancel |

Click Browseto locate the file you just saved to the hard drive.

When you locate the file, click Open.




Step Create an Attachment from the File Server
9. | Select the correct Document Type (such as Eligibility Support Forms for the example used in these
instructions). Then click Search to display the document names for the selected Document Type.
Click Select to choose the correct Document Name.
select Document Name
Select Document Mame
Document Type: |Eligibility Support Documents j
Document Mame: I
[ Search ][ Reset |[ Cancel )
Action Document Mame
Select 1619-551 Status Yerification
Select Acuerdo de Responabilidad Personal
Select Affidavit For Replacement Of Food Stamp Benefits
Select Application Document Cover Sheet
Select Application Document Cover Sheet (Spanish)
Select Application for Assistance - Part 2 (CAF)
10. | Click the magnifying glassicon to display the document names for the selected Document Type.
|
*Document Mame: =
11. | Onthe Select Document Name screen, click Search. Click Select to choose the correct Document

Name.

Select Document Name

Document Type: |Eligibility Support Documents j

Document Mame: I

[ Search ][ Reset |[ Cancel )

Action Document Mame

Select 1619-551 Status Yerification

Select Acuerdo de Responabilidad Personal

Select Affidavit For Replacement Of Food Stamp Benefits
Select Application Document Cover Sheet

Select Application Document Cover Sheet (Spanish)

Select Application for Assistance - Part 2 (CAF)




Create an Attachment from the File Server

Click Save.

FSSA - WFMS Create Attachment: - Microsoft Internet Explorer provided by FSSA - State of Indiana \\'_ | ﬁl[}j
File Edit ‘ew Favortes Tools Help | #
O -© HE L e e @[ L B - DB
Addre IEhttps‘ Jem local: 213,|’HCSSApp\ication;‘en_US,I'EMStandardCaseDocument_createAttachmentPage‘do?caseID=9002662691&_D3rpu=EMStandardCasaDocurj Go | Links @

navigation = = Create Attachment: Help |

Select file to attach
*Files |c:\Mnnt\proﬁles\crosbyd\[ Browse... |

|Eligibwlity Support Documents d

#Document Type: Interactive SEC =R

* :
Document MName: : :
= Interview Guide

[ Save ][Save & New | [ Cancel |

E
[E ]_J_]_’_E # Internet
i/ start I@ FS5A - WEMS Create.. |} Work Instructions | @ Work Instructions - Com. . @) = 20 QQQ- 637 FM




Step Create an Attachment from the File Server
13. | Thedocument is attached to the case and viewable (along with other documents indexed to the case)
by clicking Documentsin the Left Navigation bar.
Py =TT LUIIIHI‘\IIIJ
: ; § ; : brends ;
Yiew |Edit Yital Statistics  Birth Certificate : 10/3/2007 Received
tormpkins
wiew |Edit vital Statistics  =oclal Security  brenda 10/3/2007 Received
Card tompkins
View |Edit et o e 10/3/2007 Received
tormpkins
wiew | Edit vital Statistics  oooalSecurity  brenda 10/3/2007 Received
card torpkins
: Lnknown BREMNDA -
Yiew |Edit Unknowwn T TOMPKING 10/4/2007 Peviewesd
: Polic
. Policy Suppart - : BREMDA .
Yiew |Edit Eeais Interpretation TOMPKING 10/4/2007 Received
EBequest/Besponse —
If the form does not require further action, return to originating work instructions. If the form or
document is required to be acted upon, refer to Create a Task Work Instruction (Insert hyperlink
Section 3.11.1.2).
14. | After confirming that the document is attached to the correct case, go to the folder under My

Documents on the hard drive of your computer where you saved the document in Step 10; delete the
document from the hard drive.




3.11.4.13 Re-mail Correspondencein ICES

ICES notices are automatically generated as aresult of temporal events or actions taken in ICES. Therefore the only
correspondence type that can be manually generated from ICES is a duplicate notice if a Client and/or authorized
representative requests a copy.

3.11.4.14 Correspondence Screensin ICES

Summary Detail Screen Description
Screen
CNVN VIEWABLE NOTICE LISTING — Provides arecord of al Client notices
that have been generated in the current month and the three previous months.
CNVT VIEW NOTICE TEXT — Provides aview of the text of Client notices that
have been generated in the current month and the three previous months.
CNHS NOTICE HISTORY — Provides arecord of all Client notices that have
been generated.
CNDH NOTICE HISTORY DETAIL — Provides information about a specific
Client notice that has been generated by the system.

3.11.4.15 Re-mail Correspondence in ICES from CNVN

Step Re-mail Correspondencein ICESfrom CNVN

1. | InICES, navigate to the correspondence history for the associated case record by entering TRAN:
CNVN; PARMS: ICES Case Number.

NEXT TRAN: CNVN PARMS: 2000014999_

2. | Fromthe ICES natice history, identify the notice to be re-mailed.

VIEWABLE NOTICE LISTING 08/03/07
T49704 A

CASE/APPL NBR. 2000014999

SEL MAILED TYPE ADDRESSEE CAT SEQ CONTENT
01 04/01/02 AEQL WOMAN DISABLED MA D 02 MEDICAID APPROVAL
02 04/01/02 AEO1 MAN DISABLED MA D 01 MEDICAID APPROVAL

ENTER SELECTION NUMBER: 01
PFKEY 16: VIEW NOTICE TEXT PFKEY 17: BACK TO TOP




Step Re-mail Correspondencein ICESfrom CNVN
3. To view the notice text, enter the selection number. Pressthe PF16 key.
4. | ICESdisplaysscreen CNVT —View Notice Text.
CNVT VIEW NOTICE TEXT 08/03/07 13:22
NOTICE TYPE: AEOl CASE: 2000014999 T49704 A REFM/RO
COUNTY: 22 FLOYD WORKER: TESTOl BOB REFM
NOTICE REQUESTED: 03/28/02 MAILED: 04/01/02
WOMAN DISABLED
ADDR
CITY, IN 46221
Dear WOMAN DISABLED,
MA D 02 (MA)
Your application for MEDICAID dated MARCH 28, 2002 has been
approved.
Your medical coverage is effective MAY 01, 2002.
You were also eligible for the following month(s):
** THIS IS A SCREEN PRINT AND DOES NOT SATISFY NOTICE REQUIREMENTS **
LAST DUP SENT: COPY SENT: PF7-PG UP PF8-PG DN
PF23-DUPLICATE NOTICE PF24-COPY NOTICE PF17-RETURN TO LISTING
NEXT TRAN: _ PARMS :
5. | Press PF23 to generate a copy of the noticeto be re-mailed.
6.

Enter TRAN: CLRC; PARMS; ICES Case Number. Update case notes regarding action taken.

CLRC RUNNING RECORD COMMENTS /

T49704 A REFM/RO(
COMMENTS TYPE: GENERAL

COUNTY: 22 CASE: 2000014999 INITIAL CONTACT: MAN DISABLED

ENTERED  USERID COMMENTS
08/03/07 T49704 WOMAN DISABLED CALLED AND REQUESTED A COPY OF MA D AWARD
LETTER BE RESENT. GENERATED DUPLICATE NOTICE.

3.11.4.16 Re-mail Correspondence in ICES from CNHS

Re-mail Correspondencein ICESfrom CNHS

In ICES, navigate to the correspondence history for the associated case record by entering TRAN:

CNHS; PARMS: ICES Case Number.

NEXT TRAN: CNHS PARMS: 2000014999




Step Re-mail Correspondencein ICESfrom CNHS
2. From the ICES notice history, identify the notice to be re-mailed.
NOTICE HISTORY 08/03/07 13:33
T49704 A REFM/RO
CASE/APPL NBR. 2000014999

DTL ####%%% NOTICE #¥% *EREEE WORKER *°

SEL MAILED REQUESTED TYPE CAT SEQ NUMBER NAME

1 04/01/02 03/28/02 AEO1 MA D 01 TESTO1 B REFM/ROGER

2 04/01/02 03/28/02 AEOL MA D 02 TESTO1 B REFM/ROGER

ENTER SELECTION NUMBER: 01

PFKEY 15: NOTICE DETAIL INFORMATION
3. | Toview the notice detail information, enter the selection number. Press the PF15 key.
4, ICES displays screen CNHD — Notice History Detail.

CNHD NOTICE HISTORY DETAIL 08/03/07 13:5

NOTICE TYPE: AEO1 APPROVAL NOTICE T49704 A REFM/R

CASE/CAT/SEQ: 2000014999 MA D 02 AG NAME: WOMAN DISABLED

COUNTY: 22 FLOYD WORKER: TESTO1 BOB REFM

NOTICE REQUESTED: 03/28/02 MATLED: 04/01/02 REASONS:

MAILED TO: WOMAN DISABLED

ADDR
CITY _ , IN 462210000

APPL DATE : 03/28/02

STATUS : APPROVED

EFF DATE : 05/01/02

LAST DUP SENT: COPY SENT: PF-8 NEXT PAGE

PF23-DUPLICATE NOTICE PF24-COPY NOTICE PF17-RETURN TO SUMMARY

NEXT TRAN: PARMS :
5. | Press PF23 to generate a copy of the notice to be re-mailed.




Step

Re-mail Correspondencein ICESfrom CNHS

Enter TRAN: CLRC; PARMS; ICES Case Number. Update case notes regarding action taken.

CLRC RUNNING RECORD COMMENTS 08/03/07 13:27
T49704 A REFM/ROG

COMMENTS TYPE: GENERAL
COUNTY: 22 CASE: 2000014999 INITIAL CONTACT: MAN DISABLED

ENTERED ~ USERID COMMENTS
08/03/07 T49704 WOMAN DISABLED CALLED AND REQUESTED A COPY OF MA D AWARD
LETTER BE RESENT. GENERATED DUPLICATE NOTICE.




